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CGDP Portal DPP-Sponsors
— Topics

In this training session you will learn about the Coverage Gap Discount Program (CGDP) Portal Direct Payment
Process (DPP) — Sponsors Payments tab.

This training will introduce you to the following topics:
1. First look introduction to the Payments Tab

2. Payments Tab regions and functionality

Tabbed region - Payments

Payments Invoice Reporting Period region
Payments Due region

Payments Filter region

Payment Information region

Payments Initiation region

Payment Initiation Upload region
Payments Pending Transactions region

3. Work Instructions for utilizing the Payments tab functionality
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CGDP Portal DPP-Sponsors
— Payments Tab

The Payments tab allows the user to review and process payment information for invoice line items by
Manufacturer P Number.

This training session will describe each of the eight regions displayed on the Payments tab and provide direction
on the functionality of each.

Pﬁtmf:l:;!—l_o:r?‘?%' CERTRRS FOE MITICARE & METHCAN SFRY TS
1 Home Payments Completed Receipts Reports =
Sponsor Portal CGDP Payments 2 Tnvoiced Reporting Period: 201401 3 Payments due 6/$/2014
4 P Number: |P1_4 v Parent Org ID: HO__0 Contract Number: |[H5__9 v 0 5 Payment Information
= Total Invoiced 7179
I Initiate All Total Failed 0.00
8 o Previous " Total Deferred 0.00
P Number Invoiced Deferred Payment Date ImI_Jate Defer Failed :
Amt. Payment Total Pending 0.00
Amount !
Total Successful 0.00
P1_4 7179 0.00 [12/22/2014 o O Total Available 71.79
(] Update All [12/22/2014 =] ——
Pending Transactions 0 7
— - IPayment Initiation Upload
8 FNumber Authorization Amt. Date Submitted Payment Date Stop Payment Browse Troload
o data Upload




CGDP Portal DPP-Sponsors
N\ Payments Tab Regions

The first three regions of the Payments tab are the Tabbed region, the Invoiced Reporting Period region and
the Payments Due region:

FPALMETTO GBA,
5 CELEMISM =70 ar Soume v

1 Home Payments Completed Receipts Reports —

Sponsor Portal CGDP Payments 2 Invoiced Reporting Period: 201401 3 Payments due 6/8/2014

The Tabbed region - Payments allows the user to access the Payments tab functionality and to select different
activities to perform while accessing the system.

The Payments Invoiced Reporting Period region displays the selected reporting quarter based on the
reporting period selected in the Home Filter region in YYYYQQ format.

The Payments Due region displays the final payment due date of all invoice line items for a specified
reporting period, based on the calculation of distributed invoice receipt date plus 38 calendar days.

In this example the Payments tab is active, the Payments Invoiced Reporting Period for invoice line
items appearing on the Payments tab is the 1%t quarter of 2014 and the invoice line items are due by the
date of 06/08/2014 listed in the Payments Due region.



CGDP Portal DPP-Sponsors
Payments Filter Region

The fourth region of the Payments tab, the Payment Filter region, contains the following three fields to assist
with narrowing invoice line item search criteria.

4| A PNumber: |[P1_4v| B Parent Org. ID: HO_0 C Contract Number: [H5_9 v O 1

A. P Number: allows the user to select specific P Numbers or the term ‘ANY’ from the drop down list for invoice
line items associated with the Contract Number selected on the Home tab. The drop down list provides update
capability to select another specific P Number for invoice line items within the same reporting period.

B. Parent Org. ID: defaults to the Parent Organization ID utilized to access the Portal.

C. Contract Number: displays the Contract Number for invoice line items. This field defaults based on the
distributed invoice selected on the Home tab.

In the example the P Number field displays the P Number P1__ 4 selected from the drop down list, the Parent
Org. ID field displays the default Parent Organization ID, HO__ 0, used to access the Portal and the Contract
Number field displays the contract number H5 9 associated with the distributed invoice selected on the Home
tab.



CGDP Portal DPP-Sponsors
Payment Information Region

The fifth region of the Payments tab, the Payment Information region, provides a summary view of activities
that occur on the Payments tab.

This region contains the following six fields to provide up-to-date data regarding invoice line item activity.

© >

5 Payment Information
A Total Invoiced 71.79
B Total Failed 0.00
C  Total Deferred 0.00
D Total Pending 0.00
E Total Successful 0.00
. F Total Available 71.79

. Total Invoiced: displays total dollar amount of invoice line items that require payment for the reporting period.

Total Failed: displays the total dollar amount of invoice line items selected for payment that contained errors
and did not complete the payment process for the reporting period.

. Total Deferred: displays the total dollar amount of deferred invoice line items with amounts due that are less

than the allowable amount to the subsequent reporting period.

. Total Pending: displays the total dollar amount of invoice line items selected for payment for the reporting

period.

Total Successful: displays the total dollar amount of invoice line items that have successfully paid and are no
longer visible in the Payments Initiation or Payments Pending Transaction regions of the Payments tab.
Total Available: displays the total dollar amount of remaining invoice line items requiring payment.




CGDP Portal DPP-Sponsors

x%f Payments Initiation Region

The sixth region of the Payments tab, the Payments Initiation region, displays information requested in the
Payment Filter region, based on the data selected in the P Number or Contract Number fields.

This region contains the following ten fields that assist in processing invoice line items for payment and will be
discussed over the next several slides.

[ Initiate All

s A B ) C Previous e
6 .

P Number Invoiced Deferred Payment Date Imt:mte Defer Failed

Amt. Payment
Amount
P1_4 71.79 0.00 [12/22/2014 =l O
[] Update All [12/22/2014 9] Submit

The first three fields of the Payments Initiation region are:

A. P Number: displays the Manufacturer P Number.
B. Invoiced Amt.: displays the invoice line item amounts due to the Manufacturer.
Note: This amount is automatically populated from the quarterly invoice and cannot be modified.

C. Previous Deferred Amount: displays amounts that qualified and were successfully deferred from prior
reporting period(s).




o CGDP Portal DPP-Sponsors
Payments Initiation Region

The fourth field of the Payments Initiation region is:

D. Payment Date field: displays the current date of a generated invoice line item payment in MM/DD/YYYY
format.

In the following example the Payment Date defaults to current date of 12/22/2014.

[ Initiate All
6 Invoiced s o Initiate
P Number Deferred Payvment Date i Defer Failed
Amt. Payvment
Amount
Pl_4 71.79 0.00 12/22/2014 ] O
[] Update All [12/22/2014 B Submit

D

Payment Date

The Payment Date field also contains a Calendar icon to allow a @
user to update payment dates to a future date. Users can manually
enter the date into the field or utilize the Calendar icon to

: [12/05/2014 BE
populate the updated payment date in MM/DD/YYYY format. E ber 2014 5
. Sun |[Mon || Tue| Wed || Thu || Fri| Sat
In the following example the calendar has the date of 12/05/2014 . 2 13 a2 B s
selected. 7 8 9 10 11 12 13

14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

[Go To Today [Close




CGDP Portal DPP-Sponsors
o Payments Initiation Region
Initiate All and Initiate Payment Fields

The fifth and sixth fields of the Payments Initiation region are:

(3]

E ¥ Initiate All
Invoiced Previous Initiate
P Number Deferred Payment Date ) Defer Failed
Amt. Payment
Amount y
P1_4 71.79 0.00 [12/22/2014 =
[ Update All [12/22/2014 5] Submit

E. Initiate All: provides the functionality to populate the check box with a check mark, which selects all
displayed invoice line items on the active page to be paid. The Payment Date field will default to the
current calendar date when the Initiate All functionality is used.

F. Initiate Payment: provides the ability to populate the check box with a check mark to allow the
payment process to begin for an individual invoice line item.

In the example the Initiate All check box is populated and all Initiate Payment check boxes for the invoice
line items on the active page are populated.




| CGDP Portal DPP-Sponsors
Q0. Payments Initiation Region
Defer Field

The seventh field of the Payments Initiation region is:

G. Defer: provides a check box available for selection when the Invoiced Amt. field or the combination of the
Invoiced Amt. and the Previous Deferred Amount fields total less than the system-default allowable amount. The
process provides the functionality to defer an invoice line item to a subsequent reporting period if the Sponsors’
banking ACH process prevents payment of invoice line items that fall below the minimum ACH processing
amount.

In this example the Invoiced Amt. field is less than the system-default allowable amount and Sponsor
minimum ACH processing amount, which qualifies the invoice line item for deferral to the subsequent
reporting period.

6 Invoiced Previous Initiate
P Number Deferred PaymentDate _ Defer Failed
Amt. Payment
Amount
P1_9 9.54 0.00 [12/23/2014 BE - c [O]
(] Update All [12/23/2014 |_|:|] P—
—

In this example the Invoiced Amt. and the Previous Deferred Amount fields total less than the system-
default allowable amount and Sponsor minimum ACH processing amount, which qualifies the invoice
line item for deferral to the subsequent reporting period.

8 Invoiced Previous Initiate
P Number Deferred Payment/Failed Date i} Defer Failed
Amt. Payvment
Amount -
P1_9 [0355 954 | [12/23/2014 =] O ¢ [O
(] Update All [12/23/2014 |_|:|] ——




CGDP Portal DPP-Sponsors
o Payments Initiation Region
Failed Field

The eighth field of the Payments Initiation region is:

H. Failed: provides an informational message when an invoice line item does not successfully process payments
to the Manufacturer.

In this example the Failed field displays a message such as ‘“AUTHENTIC. ERROR (Care
account is not set)’.

- Invoiced LT Imitiate :
& /P Number Amt Deferred Payment Date Pavment Defer Failed
) Amount i
AUTHENTIC.
P1_4 279.64 0.00 [12/22/2014 5 O (ngfgmm
13 not set)
[] Update All [12/22/2014 |:u_j S
In this example the displayed message ‘Please contact TPA’ appears.
= Invoiced e Initiate
S | P Number At Eeferred Payment Date Pavment Defer Failed
nuoummnt -
P1__ 8 851 68 Q.00 Please contact TPA
)
P1_8 165.07 Q.00 Please contact TPA
L
< >
[ Update Al [12/22/2014 |:_'3j p—




CGDP Portal DPP-Sponsors
O Payments Initiation Region
Update All Payment Date Field

The ninth field of the Payments Initiation region is:

I. Update All Payment Date: allows the user to change the payment initiation date for all invoice line items.

[ Initiate All
e Invoiced LI Initiate
P Number Deferred Payment Date Defer Failed
Amt. Pavment
Amount v
e 7179 0.00 [12/22/2014 5] O
| [J Update All [12/22/2014 | @ Submit
L—




CGDP Portal DPP-Sponsors
O Payments Initiation Region
Submit Button

The tenth and final field of the Payments Initiation region is:

J. Submit : provides one-click functionality to process selected invoice line items for payment.

[ Initiate All
e Invoiced S Initiate
P Number Deferred Payment Date Defer Failed
Amt. Payment
Amount
Pl_4 71.79 0.00 [12/22/2014 5] O
[ Update All [12/22/2014 5] |

Instructions for utilizing the functionality available in the Payments Initiation region appear later in this training
session.,



CGDP Portal DPP-Sponsors
Payments Initiation Upload Region

The seventh region of the Payments tab, the Payment Initiation Upload region, provides a location for

uploading manually created payment files for Sponsors working with large volumes of payments for a reporting
period.

This region contains the following two fields to assist with locating and uploading payment file data.

@ Pavment Initiation Upload
A Browse. | Bl

L

A. Browse...: provides the ability to search for manually created batch text file payment
data for selection and upload to the Portal.

B. Upload: provides one-click functionality to upload batched payment file data to the
Portal for processing.

Instructions for utilizing the Payment Initiation Upload process and completing the batch file formatting appear
later in this training session.



CGDP Portal DPP-Sponsors

g,p %{‘«% fﬂ %P . - -
N\ \V Payments Pending Transactions Region

The eighth and final region of the Payments tab, the Payments Pending Transactions region, displays
information regarding reassigned invoice line items from the Payments Initiation region based on payment
selection.

This region contains the following six fields used to display invoice line items selected for payment.

a

Pending Transactions O
A P Number E Authorization Amt. © Date Submitted D Payment Date Stop Payment
P2 22854 12/03/2014 12/03/2014
P_9 223 66 12/01/2014 12/21/2014 1
P_9 2035.70 12/03/2014 12/21/2014 1
P_B8 53 86 12/03/2014 12/30/2014 1

The first four fields are:

A.
B.

P Number: displays the Manufacturer P Number.

Authorization Amount: displays the amount authorized, including amounts located in the Invoice Amt. and
Previous Deferred Amount fields, as payment to the Manufacturer.

Date Submitted: displays the calendar date the invoice line item transferred from the Payments Initiation
region to the Payments Pending Transactions region in MM/DD/YYY'Y format.

Payment Date: displays the calendar date that the request for withdrawal of scheduled funds initiates from
users’ bank account in MM/DD/YYYY format.




CGDP Portal DPP-Sponsors
O Payments Pending Transactions Region

The final two fields of the Payments Pending Transaction region are:
g | Pending Transactions 0
P Number Authorization Amt. Date Submitted Payment Date E Stop Payment
P2 228 54 12/03/2014 12/03/2014
P9 223 66 12/01/2014 12/21/2014 O
P9 203570 12/03/2014 12/21/2014 O
' P_8 53.86 12/03/2014 12/30/2014 |

F

9 = -~

E. Stop Payment: provides a check box available for selection for future dated payments. When available for
selection, the Stop Payment check box provides a user with the ability to stop payment processing prior to actual
payment.

F. Stop Payment(s): provides a user with one-click functionality to process the selected invoices for stop
payment. This activity will remove the invoice line item from the Payments Pending Transactions region to the
Payments Initiation region.

In the example a future dated payment is marked for stop payment.

Instructions for utilizing the functionality available in the Payments Pending Transactions region appear later
In this training session.
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O CGDP Portal DPP-Sponsors
% Payments Functionality Work Instructions
You have now learned about the different regions and fields available on the Payments tab.

In this section of the training session, a high level overview of the steps needed to utilize the Payments tab
functionality will be presented on the following topics:

» Processing Invoice Payments

» Processing Future Dated Invoice Payments

» Processing Deferred Invoices

 Initiate All Payment Processing Functionality

* Processing Payment Initiation Upload Batch Functionality
» Processing Stop Payments
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CGDP Portal DPP-Sponsors
O Processing Invoice Payments
Work Instruction

Sponsors are required to process invoice line item payments on a quarterly basis within 38 calendar days from
receipt of distributed invoices.

The CGDP Portal DPP allows the user to process payments for individual invoice line items with a default
payment date of the current calendar day.

The following instruction will provide a high level overview of the steps needed to process payments for
individual invoice line items utilizing the current calendar day as payment initiation date.



O CGDP Portal DPP-Sponsors
Processing Invoice Payments

Select an available invoice line item from the Payments Initiation region for payment processing.

Populate a check mark in the Initiate Payment field check box and select the Submit button.

In the following example the populated Initiate Payment field check box corresponds to the invoice line item of
$101.12.

& cCMs
p_,a:hmfj:r?::_;_z_? . CRATRRS FrUE ASTRCARE & AT SFEV TS
Home Payments Completed Receipts Reports
Sponsor Portal CGDPP ayme NtS Invoiced Reporting Period: 201401
P Number: | ANY V| Parent Org_ TD:- HO__ 0 Contract Number: |[H3__9 w Q
[IInitiate All
. Previous "
P Number Invoiced Deferred Payment Date In“flate Defer Failed
Amt. Payment
Amount
P1_0 101.12 0.00 [12/30/2014 =] [ |
Pl_6 1063.44 0.00 [12/30/2014 =] O
[ Update All [12/30/2014 =] —
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item payments.

CGDP Portal DPP-Sponsors

Processing Invoice Payments

Review Pending Transactions Region

Once the invoice line item processes, review the Payments Pending Transactions region for pending invoice line

In the following example the invoice line item amount of $101.12 displays in the Payments Pending

Transactions region.

<p
PALMETTO GBA,

Home Payments

Completed Receipts Reports

Sponsor Portal

CGDP Payments

Invoiced Reporting Period: 201401

c ! [ | My Profile | Logout | Help | Beporting

Ja

Payments due 6/8/2014

[ P Number: |ANY Parent Org. ID: HO__ 0 Contract Number: |[H3_9 » Q ] ( Pavment Information
— Total Invoiced 1164.56
[ Initiate All Total Failed 0.00
oi Previous iti Total Deferred 0.00
P Number L tez Deferred Payment Date s Defer Failed -
Amt. Payment Total Pending 101.12
Amount
_ Total Successful 0.00
P1_s6 1063.44 0.00 [12/30/2014 ) O Total Available 1063.44
[ Update All [12/30/2014 | S
Submit
Pending Transactions
£ Q | [Payment Initiation Upload
P Number Authorization Amt. Date Submitted Payment Date Stop Payment Browse... Upload
PI_0 101.12 12/30/2014 12/30/2014
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CGDP Portal DPP-Sponsors
Processing Invoice Payments
Review Total Pending Field

The Payment Information region updates the Total Pending field with the amounts listed in the Payments
Pending Transactions region.

In the following example the Total Pending field displays the amount of $101.12.

&p
X
PALMETTO GBA,

Contact Us | My Profile | Logout | Help | Beporting

Home Payments Completed Receipts Reports =
Sponsor Portal CGDPP ayments Invoiced Reporting Period: 201401 Payments due 6/8/2014
[ P Number: |ANY Parent Org. ID: HO__0 Contract Number: |[H3_9 v Q ] Pavment Information
— Total Invoiced 1164.56
Cinitiate All Total Failed 0.00
. Previous "
Invoiced Initiate . Total Deferred 0.00
P Number Amt. Deferred Payment Date Payment Defer Failed | Total Pending 0112
Amount
Total Successful 0.00
Pl_¢6 1063.44 0.00 |12,BD,I'20‘I4 |_£i | Total Available 1063.44
[ Update All [12/30/2014 = Snbmit
_____
Pending Transactions Q
[Payment Initiation Upload
P Number Authorization Amt. Date Submitted Payment Date Stop Payment Browse... Upload
PI_0 101.12 12/30/2014 12/30/2014
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CGDP Portal DPP-Sponsors
%O Processing Future Dated Invoice Payments
Work Instruction

The CGDP Portal DPP provides the capability to select payment dates for invoice line items that differ from the
default payment initiation date of the current calendar day.

The following instruction will provide a high level overview of the steps needed to process individual invoice line
items for future calendar day payment processing.



O CGDP Portal DPP-Sponsors
% Processing Future Dated Invoice Payments

Select an available invoice line item from the Payments Initiation region for payment processing.

Select the Calendar icon located to the right of the Payment Date field for the specific invoice line item and enter
a date greater than the current calendar day.

In the following example the date selected on the calendar is 12/31/2014 for the invoice line item of $101.12.

1 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 | 25 26 27

28 29 30|31
Go To Today (Close

Sponsor Portal CGDP Payments Invoiced Reporting Period: 201401
P Number: |ANY Parent Org. ID: HO__0 Contract Number: [H3_9 v o
[ Initiate All
. Previous .\
P Number Invoiced Deferred Payment Date Initiate Defer Failed
Amt. Payvment
Amount i
P1_0 101.12 0.00 [12/31/2014 | =] O
Pl_6 106344 0.00 [ |__December2014 |3 | [
[ Update All|Sur| Man Wed | Thu EI




CGDP Portal DPP-Sponsors

%O Processing Future Dated Invoice Payments
Populate Initiate Payment Check Mark

Populate a check mark in the Initiate Payment field check box and select the Submit button.

In the following example the populated Initiate Payment field check box corresponds to the invoice line item of
$101.12 displaying a calendar date of 12/31/2014.

Home Payments Completed Receipts Reports
Sponsor Portal CGDP Payments mvoiced Reporting Period: 201401
P Number: |ANY Parent Org ID:-HO__ 0 Contract Number: [H3_9 v Q
[ Initiate All
. Previous "
P Number f;x oiced Deferred Payment Date Initiate Defer Failed
mt. Payment
Amount
Pl_0 101.12 0.00 12/31/2014 | ol
PlL_6 106344 0.00 [12/30/2014 9] O

Note: the Payment Date field for all other invoice line items displayed defaults to the current
calendar date of 12/30/2014.
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CGDP Portal DPP-Sponsors

Processing Future Dated Invoice Payments
Review Pending Transaction Totals

Once the future dated invoice line item processes, the Payments Pending Transactions region will update with
the newly added pending invoice payment and the Total Pending amounts field of the Payment Information

region will display the updated balance.

In the following example the invoice line item amount of $101.12 displays in the Payments Pending

Transactions and Payment Information regions.

<SP

PALMETTO GBA,

rome compieted

Receipts Reports

Contact Ws | My Profile | Logowt | Help | Beporting

J

Sponsor Portal

Invoiced Reporting Period: 201401

Pavments due 6/8/2014

CGDP Payments

[ P Number: |[ANY Parent Org. ID:- HO__ 0 Contract Number: |H3_ 9 Q ] Pavment Information
— Total Invoiced 1164.56
L Initiate All Total Failed 0.00
f Lsiie iti Total Deferred 0.00
P Number aced Deferred Payment Date In“flate Defer Failed -
Amt. Payment I Total Pending 10112
Amount
Total Successful 0.00
P1_6 1063.44 0.00 [12/30/2014 =] O Total Available 1063.44
[ Update All [ 12/30/2014 =] S
,,,,,
Pending Transactions Q N
[Payvment Initiation Upload
P Number Authorization Amt. Date Submitted Payment Date Stop Payment Browse. Upload
P1_0 101.12 12/30/2014 12/31/2014 O

Note: The invoice line item of $101.12 located in the Payments Pending Transactions region also
displays a check box in the Stop Payment field. Instructions for processing stop payments is discussed in a

separate instruction.
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CGDP Portal DPP-Sponsors
Processing Deferred Invoices
Work Instruction

Sponsors are able to utilize the deferred process to defer payment of an invoice line item to a subsequent reporting
period if the Sponsors’ banking ACH process prevents payment of invoice line items that fall below a minimum
ACH processing amount.

The design of the CGDP Portal DPP displays the Defer field check box for the following situations:
* Invoice line item amounts total less than system-default allowable amount

* Invoice line item amounts and previous deferred amounts total less that the system-default allowable
amount

Note: Sponsors should only utilize deferment when the invoice line item amount is less than their banking ACH
process minimum processing amount. The CGDP Portal DPP displays the Defer field check box for line items
that total less than the current system-default amount of $20.00 USD.

Invoice line items will no longer be available for deferment if the total of the individual invoice line item or the
combination of invoice line item and previous deferred invoice line items total greater than the system-default
allowable amount or the invoice line item remains unprocessed for payment for 16 reporting periods.

This instruction will provide a high level overview of the steps needed to process individual invoice line item
deferment.



O CGDP Portal DPP-Sponsors

Processing Deferred Invoices

Select an invoice line item with an active Defer field check box in the Payments Initiation region.

In the following example the invoice line items for $9.54 and $0.55 contain active Defer field check boxes.

Invoiced Previous Initiate
P Number Deferred Payvment Date Defer Failed

Amt, - Pavment

Amount -
Pl_ 9 9.54 0.00 12/30/2014 o ] L]
Pl_8 10.74 0.00 [12/30/2014 [ a] O O
Pl_8 156.70 0.00 [12/30/2014 5] O
P17 0.35 0.00 12/30/2014 o ] ]
[ Update All [12/30/2014 |-|:| 1 Submit

Note: The design of the CGDP Portal DPP displays the Defer field check box for the following
situations:

Invoice line item amounts located in the Invoiced Amt. field total less than system-default
allowable amount.

Invoice line item amounts located in both the Invoiced Amt. and the Previous Deferred Amount
fields total less that the system-default allowable amount.




CGDP Portal DPP-Sponsors
O Processing Deferred Invoices
Populate Defer Check Mark

Populate the Defer field check box with a check mark to select the invoice line item(s) requiring deferral to the
subsequent reporting period and select the Submit button.

In the following example the invoice line items for $9.54 and $0.55 now contain check marks in the Defer field
check box and the Submit button is highlighted.

Invoiced LT Initiate
P Number Deferred Payment Date Defer Failed

Amt. Payment

Amount ¥
PI_09 954 0.00 12/30/2014 G W
Pi_8 10.74 0.00 [12/30/2014 5 O O
P1_8 156.70 0.00 [1230/2014 o] O
P1_7 0.55 0.00 12/30/2014 [s O
(] Update All [12/30/2014 el

Note: Selecting Defer is applicable only if the Sponsors’ bank ACH process prevents payment of
invoice line items that fall below the minimum ACH processing amount.



CGDP Portal DPP-Sponsors
Processing Deferred Invoices
Defer Qualifier Warning Message

The following message will appear after the Submit button is selected:
R ==

=% Warning: By selecting 'OK' below, you acknowledge that you are unable

WY to pay this amount because it falls below the minimum amount your
bank allows for ACH transactions. You alsoc acknowledge that this
amuount is still owed to the payee and expected to be paid at such time
when: (1] Other srmall amounts can be combined which exceed your
banks minimum payment restrictions or (2,) The amount has been
deferred for 16 quarters and the deferred amount must be made by
other means, mutually agreeable to both parties.

Note: Selecting the OK button to defer the invoice line item to the
subsequent period creates an un-reversible event.

If it is determined that the selected invoice line is not the correct
deferrable invoice to process, utilize the Cancel button to exit the
message screen and select the applicable line item.



CGDP Portal DPP-Sponsors
O Processing Deferred Invoices
Review Total Deferred Field

Once the defer process is complete review the Payments Information region Total Deferred field for updated
amounts.

In the following example the Total Deferred field contains deferred items totaling $10.009.

Q\\)C @S Contact Us | My Profile | Logout | Help | Beporting
pﬂhm‘EII?_r::az,? . CPTRRS FOIE AGTIARE & MITICAID SFRVICFS
Home Payments Completed Receipts Reports =
Sponsor Portal C GDP Pﬂyments Invoiced Reporting Period: 201401 Payments due 6/8/2014
P Number: |ANY v Parent Org. ID: HO__0 Contract Number: |H3_3 v Q ] ( Pavment Information
= Total Invoiced 177.53
Hlntiate All Total Failed 0.00
oi Previous iti Total Deferred 10.09
P Number Invoiced Deferred Payment Date Initiate Defer Failed I =
Amt. Payment Total Pending 0.00
Amount
- Total Successful 0.00
P1_8 10.74 0.00 (1213012014 [ O O Total Available 16744
P1_8 156.70 0.00 [12/30/2014 9] O
[ Update All [12/30/2014 |:5_! .
Submit
IPayment Initiation Upload
Pending Transactions 0 Browse... | (el
E’Number Authorization Amt. Date Submitted Payment Date Stop Payment
o data
Stop Payment(s)
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CGDP Portal DPP-Sponsors
O Initiate All Payment Processing
Work Instruction

Sponsors are able to utilize the Initiate All functionality to process payment initiations for multiple invoice line
items loaded to the CGDP Portal DPP.

The Initiate All function provides the capability to select all invoice line items located in the active Payments
Initiation region to initiate payment processing on the current calendar date.

The Initiate All function also allows the deferment of invoice line items from the payment initiation process and
allows updating payment initiation processing dates to a future calendar date for any available invoice line items
displayed in the active Payments Initiation region.

This instruction will provide a high level overview of the steps needed to utilize the Initiate All functionality and
the available features that are included for processing payment initiation.



CGDP Portal DPP-Sponsors
Initiate All Payment Processing

Populate the Initiate All field check box with a check mark to select all invoice line items displayed on the active
page of the Payments Initiation region.

Once the Initiate All field check box is populated, the system displays an informational message.
Select the OK button to accept the informational message.

In this example the populated Initiate All field check box and informational message display.

Sponsor Portal

CGDP Payments

Invoiced Reporting Period: 201401

P Number
o data

P Number: |ANY Parent Org ID:- HO__ 0 Contract Wumber: |H3___ 9 v O
IInitiate Alll
. Previous .
Inv d Initiat .
P Number nvolce Deferred Payvment Date ar N ate Defer Failed
Amt. Pavment
Amount e e -
e romvemmror (I ==
P1_0 1.12 0.00
Pl_6 1063.44 0.00 % You are going to initate payments for ALL the contracts that are shown
P15 322.93 0.00 ~ on this page.
Please do not forget to set Payment Dates if you want to postpone
P16 63.71 0.00 certain payments.
If data is not refreshed at the end of the process click on Payments tab. —
[ Update All
Pending Transactions O Il [ Ok ] [ Cancel ]
Aunthorization A e

|
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O Initiate All Payment Processing
Populate Initiate All Check Box

The Payments Initiation region displays the Initiate Payment field check box with a check mark populated for all
invoice line items available on the active page.

MInitiate All
. Previous —
P Number Invoiced Deferred Pavment Date Imtflate Defer Failed
Amt. Pavment
Amount

P1_0 1.12 0.00 [12/30/2014 4] O

Pl_6 1063 .44 0.00 [12/30/2014 | o]

PL_S 32293 0.00 [12/30/2014 [

Pl_6 63.71 0.00 [12/30/2014 g

[JUpdate All [12/30/2014 5] Submit

Note: The Initiate All field check mark selects only those invoice line items that appear on the active
Payments Initiation region page. The Submit button must be selected prior to moving to the next page in
the Payments Initiation region.

To process all invoice line items utilizing the Initiate All function a user must select the Next Page icon, populate
the Initiate All field check box for the invoice line items displayed on the active page, and select the Submit button
for each page in the Payments Initiation region.

If any of the steps are incomplete prior to moving to the next page in the Payments Initiation region, all data
entered on the current Payments Initiation region page will be lost.
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NO Initiate All Payment Processing
Initiate All Functionality

The selection of the Initiate All field check box provides the ability to select all displayed invoice line items for
payment processing with the payment initiation date set as the current calendar date.

If it is determined that all invoice line items displayed should process for payment on the current calendar date,
select the Submit button to initiate the payment process.

The Initiate All functionality also provides the following options:

e If it is determined that specific invoice line items should not be included in the Initiate All process for the
current reporting period, the ability to de-select individual invoice line items to remove them from the
payment processing functionality exists.

o Ifitis determined that invoice line items qualify for deferment for the current reporting period, the Initiate All
functionality provides the ability to defer individual invoice line items to remove them from the payment
processing functionality.

e Ifitis determined that invoice line items should not be processed for the current calendar date, the Initiate All
functionality provides the ability to update the payment initiation date to a future calendar date for individual
invoice line items using the Calendar icon or all displayed invoice line items using the Update All Payment
Date field.

The deferment and future date functionality, as part of the Initiate All functionality, are discussed on the next two slides.
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O Initiate All Payment Processing
Populate Defer Check Boxes

Populate the Defer field check box to defer invoice line items that qualify due the total invoice amount falling
below the Sponsors’ banking ACH processing minimum threshold requirement.

Selection of the Defer field check box automatically de-selects the Initiate Payment field check mark for the
invoice line item(s).

In the following example the selected Defer field check mark populates for the invoice line item amount of $1.12
and removes the check mark in the Initiate Payment field.

IMInitiate All

Invoiced RREE Initiate .
P Number Amt. EE::::: Payment Date Payment Failed
P1_0 112 0.00 [12/30/2014 |5 O
Pl_6 1063 44 0.00 12/30/2014 |5
P1_5 322.93 0.00 [12/30/2014 5]
Pl_6 63.71 0.00 [12/30/2014 |5
| [l Update All [12/30/2014 5] " Submit
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O Initiate All Payment Processing
Future Payment Date

For selecting future payment initiation dates for individual invoice line items, select the Calendar icon to the right
of the Payment Date field. This action expands a calendar that allows selection of a future calendar date for the
payment initiation to begin.

In the following example the individual invoice line item of $1,063.44 displays an updated calendar date and
remains selected as part of the Initiate All functionality.

Initiate All
. Previous ..
P Number Invoiced Deferred Payment Date Imiflate Defer Failed
Amt. Payment

Amount ’
P1_0 1.12 0.00 [12/30/2014 5] O
Pl_6 106344  0.00 1253172014 [
P1_5 322.93 0.00 [12/30/2014 [ 5]
P1_6 63.71 0.00 [12/30/2014 | o

[ Update All [12/30/2014 |5 Submit

For selecting future payment initiation dates for all displayed invoice line items, populate the Update All Payment
Date field check box and select the Calendar icon to the right of the Update All Payment Date field to expand the
calendar to select the future calendar date for payment initiation to begin.
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O Initiate All Payment Processing
Defer Qualifier Warning Message

Once all de-selected invoice line items, deferred invoice line items, or update of payment initiation dates are
completed, select the Submit button to begin the payment initiation process.

If deferred invoice line items are included in the submission of the payment initiation process, the Portal will
display a deferment qualifications warning message.

In the following example the Defer Warning Message displays with the OK button highlighted.

,Mesﬂgemmbﬂeﬂ . ) Note: Selecting the OK button to
defer the invoice line(s) item to the
I.-/"_"\-.I Warning: By selecting 'OK' below, you acknowledge that you are unable SUbsequent pe“Od Creates an un-
W to pay this amount because it falls below the minimum armount your reversible event.
- bank allows for ACH transactions. You also acknowledge that this I
amount is still owed to the payee and expected to be paid at such time
when: (1.} Other small amounts can be combined which exceed your - H
I banks minimum payment restrictions or (2.} The amount has been If it is determined that the selected
deferred for 16 quarters and the deferred amount must be made by invoice line is not the correct
I other means, mutually agreeable to both parties.

deferrable invoice to process, utilize
the Cancel button to exit the
message screen and select the
applicable line item.
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Initiate All Payment Processing
Review Total Deferred and Total Pending Fields

Once the Initiate All process is completed, review the Payment Information region for updated amounts.

In the following example the Payment Information region Total Deferred field displays a balance of $1.12 and
the Total Pending field displays a balance of $1,450.08.

5 @s Contact Us | My Profile | Logout | Help | Beporting

Home Payments Completed Receipts Reports =
SPOI‘ISOI" Portal CGDP Pﬂyments Invoiced Reporting Period: 201401 Payments due 6/8/2014
P Number: |ANY W Parent Org. ID: HO__0 Contract Number: |[H3_9 v Q Pavment Information
- Total Invoiced 1451.20
Ulnitiate All Total Failed 0.00
. Previous -
Invoiced Initiate . Total Deferred 1.12
P Number Amt. Deferred Payment Date Payment Defer Failed Total Pending 135008
Amount
Mo data Total Successful 0.00
Total Available 0.00
[J Update All [12/30/2014 i Submit
pdate All [12/30] s EEE
Pending Transactions Q
P Number Authorization Amt. Date Submitted Payment Date Stop Payment IPayment Initiation Upload
Pl_s6 1063 .44 12/30/2014 12/31/2014 O Brawse... | el
P1_5 32293 12/30/2014 12/30/2014
Pl_6 63.71 12/30/2014 12/30/2014

Note: the Total Pending field displays the total amount of invoice line items populating the
Payments Pending Transaction region.
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CGDP Portal DPP-Sponsors

%O Processing Payment Initiation Batch Upload
Work Instruction

Sponsors are able to utilize the Payment Initiation Upload functionality to select multiple invoice line items for
payment processing into one batch text file versus utilizing individual invoice line item processing or the Initiate
All system functionality.

A batch text file is a creation of a semi-colon delimited text file, which is loaded to the CGDP Portal DPP system
for processing.

Once the upload is completed, results of the batch text file upload are available for review via the Reports — Batch
functionality.

This instruction will provide a high level overview of the steps needed to process invoice batch uploads.
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% Processing Payment Initiation Batch Upload
On the Payments tab select the Printer icon, located beneath the links found in the upper right hand corner, to view all
displayed invoice line items in a Microsoft Excel spreadsheet.

In the following example the Printer icon is displayed beneath the links found in the upper right hand corner on the
Payments tab.

G —

pALMETTﬂ GHA TS AN R0 AR & WA W T

Home Payments Completed Receipts Reports —

Select one of the following decision buttons in the message that appears at the bottom of the screen:
» QOpen: view the data in Microsoft Excel format
e Save: save the data in Microsoft Excel format
e Cancel: exit the decision message

In the following example the selected dialog box, Open, allows a user to view all invoice line items displayed on
the active page of the Payments Initiation region.

Do you want to open or save invoice_information.xdsx from 1#1#1##.#7 Open Save ¥ | Cancel
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%o Processing Payment Initiation Batch Upload
Printer Icon Microsoft Excel Output

The file information for the active page in the Payments Initiation region will display in Microsoft Excel after
selecting the Open button.

The Printer icon allows a user to view formatted information regarding active invoice line items displayed on the
Payments tab in a Microsoft Office Excel spreadsheet format. The Excel spreadsheet contains three tabs:

* Invoice line item data corresponding to the active Payments Initiation region page displayed

* Invoice line item data corresponding to the active Payments Pending Transactions region page
displayed

» Summary of total invoice amounts displayed in the Payment Information region

In the following example the Excel tab displays invoice line items for the active Payments Initiation region page.
Seven invoice line items are displayed in Excel format.

m Home Insert Page Layvout Formulas Data Review Wieww =5 9 — =
D12 - F=s
A B c | D | E F

1 |PNUMBER [ inwvolce AanaT | PREVIOUS DEFERRED ANMT | PAYMEMT DATE |FAILED DUE TO

2 |PaswEs 224 .54 000 01/12,/15

3 PLlEH2 5691.19 (s uls] 0L/ 02/15

A4 | PLEE 23.69 o.00 o1/02,/15

5 |p1ssT 167.56 000 01/02,15

5 |PL1&HS 714 .68 (s Mule] 01L/02/15

7 | PigsEc 2.5 o.00 o1/02,/15

2 |paisur 96471 000 01/02,15

=

Note: The Printer icon will only download and display invoice line items for the active Payments Initiation region
page. To view all invoice line items for a reporting period, select the Printer icon on each page of the Payments
Initiation region.
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%O Processing Payment Initiation Batch Upload
Batch Text File

Utilize the excel file(s) to determine which invoice line items to include in the batch text file.

Each batch must contain two types of records, a Header record and Detail records, for each invoice line item to be
included in the batch text file. Information required for each type of record is as follows:

Header Record Information Detail Record Information
» Parent Organization ID » Contract Number initiating payment
* Reporting Period * P Number due funds

e EFT ID information
» Payment date
o Defer Invoice (Yes or No)

Once the information is collected for each invoice line item, create batch lines using text format.

In the following example the batch text file contains one header record and seven invoice line item detail records.

™ s5_ 420150102 BATCHSsc

Edit Format View Help

:155__4; 201403

:P1__2:;CGl4031_ 2HO :20150102;
;P11 ;CG14031_2HO ; 20150106;
;P11 ;CGl4031__4AHO ;20150105;
;P11 ;CG1l4031__FHO ;20150102;
;P11 ;CGl4031__S5HO ;20150107
Pl ,c514031 6HO :Zp150102:;
;P11 ;CG14031__FHO ;20150102;

A
]
Q
Q
Q
Q
]
Q

IIITIIII
IONOU
ZL2ZZZZZ

Note: Creation of batch text files can only contain invoice line items for the same reporting period.
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%O Processing Payment Initiation Batch Upload
Payment Initiation Upload Region

Locate the Payment Initiation Upload region and select the Browse... button to search for the batch text file to
be loaded to the CGDP Portal DPP system and select the Upload button to load the text file.

In the following example the batch text file is populating the Browse... field and the Upload button is selected.

Payment Initiation Upload

C:\Publicl CGDP_DPP. Pm
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%O Processing Payment Initiation Batch Upload
Batch File Upload Results Message

After the Payment Initiation Upload process completes, the CGDP Portal DPP system will display a system-
generated message providing information of the success or failure of the file upload results included in the batch
text file.

In the following example the system message displays that four files successfully completed payment initiation
and three files failed payment initiation.

|$.
e

L& File upload result
Successfulid,

Failed: 3
I Please go to Report tab then select Batch to see the details.
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Processing Payment Initiation Batch Upload
Review Pending and Failed Batch Transactions

The invoice line items that failed the batch initiation process display failed messages in the Failed field of the
Payments Initiation region.

The successfully initiated invoice line item payments display in the Payments Pending Transactions region of
the Payments tab.

In the following example the Payments Initiation region displays failed messages, the Payments Pending
Transactions region displays the successful and authorized invoice line item amounts and the Payment
Information region displays the Total Failed, Total Deferred and Total Pending dollar amounts of applicable
invoice line items.

[Initiate All
Invoiced Previous Initiate Pavment Information
P Number A Deferred Payment Date Pav Defer Failed e
. Amount ayment Total Invoiced 1980.57
- Total Failed 348.51
2 284 54 I ; i
P1002 8454 0.00 [01/02/2015 |:gj O Failure e L r— 550
PIOT? 16756 000 |D1,l’02,"20‘|5 |_EJ D Fa1lme Total Pen.ding 1429 56
P1137 96.41 0.00 |D1,n’02,"20‘|5 |:EJ O Failure Total Successful 0.00
[ Update All [01/02/2015 [ — iloitSvtablc Sl
_
Pending Transactions Q
P Number Authorization Amt. Date Submitted Payment Date Stop Payment Pavment Initiation Upload
P1022 691.19 01/02/2015 01/06/2015 O Browse. .. Upload
P1024 2369 01/02/2015 01/05/2015 O
P1125 714 68 01/02/2015 01/07/2015 O
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O Processing Payment Initiation Batch Upload
Batch Reports

Select the Reports tab, populate the Batch radio button then select Download radio button corresponding to the
applicable batch file to review the successful and failed batch text files.

In the following example the populated Batch and Download radio buttons are displayed on the Reports — Batch
tab.

NG @S Contact Us | My Profile | Logout | Help | Beporting
CESTRRS FUIE ASTO ARF & PO AN SFEY HTS

PALMETTO GBA,
& CELEM Ak S0 T T T Y

Home Reports =
[ Current Cutoff Calendar
Sponsor Portal
p CGDP ReDortS Reporting Period 201403
(2 1nvaice O Data O Dispute O Tracking|® Batch| O Manufacturer 1099 Information ) Invoice Paid by 01/122014
Invoice Distribution 12/04/2014
[ Parent Org. ID: [S5_4 V| Q ] Dispute Submission  02/03/2015
Dispute Distribution  04/04/2013
. .. Batch .
Primary ID Description D Date Time Download Status Last Download

|SS_4 Batch mut. 201403 515 20150102 03:25 O] |_3 Failed / 4 Successful| |
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%O Processing Payment Initiation Batch Upload
Batch Report Download File

Review the downloaded batch text file for line items containing failures and update the Payment Initiation
Upload batch text file to correct the errors prior to reloading the batch text file to the CGDP Portal DPP system.

In the following example the downloaded batch text file displays seven lines, three of which failed batch
processing with error messages listed in the file.

~
File Edit Format View Help
S5__4;H0__0;201403;P1_6;C614031__6HO__0;20150102; Y; success; beferred in a batch; 20150102; -
S5__4;HO__0;201403;P1__2;CG14031__2HO__0;20150106;N; success; Initiated in a batch;20150102;
55 4;HO0_0;201403;P1__4;CG14031__4H0__0;20150105; N;Success; Initiated in a batch;20150102;
S5__4:;HO__0;201403;P1__2;CG14031__2H0__0;20150102;N;Failed; Invalid EFT;20150102;
55__4;H0__0;201403;P1__7;CG14031__7HO__0;20150102;N;Failed;No EFT information available for sponsor;20150102;
S5__4;H0_0;201403;P1__7;CG14031__7HO__0;20150102;N;Failed;No EFT information available for sponsor;20150102;

4

55__4;HO__0;201403;P1 __5;CG14031 __5H0__0;20150107;N;5uccess; Initiated in a batch;20150102;
_—____________________________ o J

Note: Error descriptions can be reviewed by selecting the Help link at the top
right of the Payments tab and reviewing the system codes listing and
resolution requirements for error issues.
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CGDP Portal DPP-Sponsors
O Processing Stop Payments
Work Instruction

The CGDP Portal DPP provides Sponsors with the capability to stop the payment processing of future calendar
dated invoice line items prior to the completion of the payment initiation process.

The Stop Payment process is only available for pending invoice line item payments that contain a payment date
greater than the current calendar date.

Selecting a pending invoice line item payment for stop payment will reassign the stopped invoice line item to the
Payments Initiation region for reprocessing.

The following instruction will provide a high level overview of the steps needed to process stop payments for
pending invoice line item payments.



CGDP Portal DPP-Sponsors
Processing Stop Payments

Future dated invoice line items available for stop payment processing reside in the Payments Pending
Transactions region.

Future dated invoice line items available for stop payment processing will display a date greater than the current
calendar date in the Payment Date field and contain an active check box in the Stop Payment field.

In the following example the stop payment eligible invoice line item amounts and active checkboxes display in the
Payments Pending Transactions region.

Sponsor Portal CcGDhP Payments Invoiced Reporting Period: 201401 Payments due 6/8/2014
[ P Number: |ANY Parent Org. ID: HO__0 Contract Number: |[H3_9 v O ] Pavment Information
— Total Invoiced 70499
o [/ Initiate All Total Failed 0.00
. revious -
{ Total Defe d 13.83
P Number Ln\ aced Deferred Payment Date ;,nnfmte Defer Failed © < HTE
mt. Ja— ayment Total Pending 280.88
PO_0 190.05 0.00 O Total Succc:ssﬁ_ll 0.00
— ~ Total Available 410.28
PO_4 53.39 0.00 s O
Po_s 13 000 0
) A . P i ) . -
2 0(*7 121 .00 12/30/2014 =l o > [Payment Initiation Upload fa
T Update Al [zB0R0E [ o rowse.. | (D
—
Pending Transactions O |
P Number Authorization Amt. Date Submitted Payment Date Stop Payment
P1_0 58.61 12/30/2014 12/31/2014 a
PO__6 32.06 12/30/2014 01/15/2015 O
PO__4 190.21 12/30/2014 12/31/2014 [ |

Note: the Stop Payment process is only available for pending invoice line item payments that
contain a payment date greater than the current calendar date.
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O Processing Stop Payments
Populate Stop Payment Check Mark

Populate the check box in the Stop Payment field with a check mark and select the Stop Payment(s) button,

located at the bottom right of the Payments Pending Transactions region, to process a stop payment for future
calendar dated invoice line items.

In the following example the populated Stop Payment check box corresponds to the future calendar dated invoice
line item of $58.61.

Pending Transactions 0

[P Number Authorization Amt. Date Submitted Payment Date Stop Payment
PI_0 5861 12/30/2014 12/31/2014
P0_6 32.06 12/30/2014 01/15/2015 [l
PO_4 190.21 12/30/2014 12/31/2014 |

LU =1
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O Processing Stop Payments
Stop Payment(s) Message

The following message will appear after the Stop Payment(s) button is selected.

To proceed, select the OK button to process the stop payment for the invoice line item(s).

i ™
Message from webpage ‘ M

:] Are you sure you want to stop this payment?

l oK ’ Cancel ] 1

Note: Selecting the OK button to stop pay the invoice line item removes the invoice line item from the payment
Initiation process in the Payments Pending Transactions region.

If it is determined that the selected invoice line is not the correct invoice to process a stop payment, utilize the
Cancel button to exit the message screen and select the applicable line item.

If the OK button is selected in error, reprocess the invoice line item utilizing one of the following work
Instructions:

» Processing Invoice Line Item payments

* Processing Future Dated Invoice Line Item payments
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Processing Stop Payments
Review Pending Transaction Totals

Once the stop payment functionality processes, review the following:
« Payments Initiation region: verify the reinstated invoice line item(s) reappears
« Payment Information region: verify the Total Pending field amount

« Payments Pending Transactions region: verify that the invoice line item(s) no longer appear in the
region.

In the following example the Payment Initiation region displays the reinstated invoice line item for $58.61, the
Payment Information region displays an updated balance in the Total Pending field, the Payments Pending
Transactions region no longer contains the invoice line item for $58.61.

PALMETTO GBaA. el kS Contact Ue | My Profila | Logout | Help | Beaporting
Home Completed Receipts Reports =
Sponsor Portal CGDP Payments  Invoiced Reporting Period: 201401 Payments due 6/8/2014
[ P Number: | ANY % Parent Org. ID- HO__ 0 Contract Number: H3__9 O ] Pavment Information
Total Invoiced 70499
[N Initiate A1l Total Failed 0.00
q Previous Y
- Total Def: d 13.83
P Number ::‘ :lced Deferred Payment Date ;)nnilate " Defer Failed ot < HTE
mt. et aymen [ Total Pending 222.27]
— Total Successful 0.00
PO_0O 190.05 0.00 12/30/2014 o
| 120/ |—_——i - ~ Total Available 468 89

PO_4 53.39 0.00 [12/30/2014 =] O

PO_¢8 45.13 0.00 [12/30/2014 |-u! |

PO_T 121.71 0.00 [12/30/2014 =] ] [Payment Initiation Upload

= [SeRDSRRRL-RERS SUNNRE-N RN ANENS S AN 21 £
P1_0 58.61 0.00 [12/30/2014 =] [ |- Browss. Upload
< >
[ Update All [12/30/2014 = e

Pending Transactions Q |

P Number Authorization Amt. Date Submitted Payment Date Stop Payment

PO_6 32.06 12/30/2014 01/15/2015 [

PO_4 190.21 12/30/2014 12/31/2014 (|
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CGDP Portal DPP-Sponsors

Training Review

In this training session you learned about the CGDP Portal DPP — Sponsors Payments tab.

This training introduced you to the following topics:

1. First look introduction to the Payments Tab

2. Payments Tab regions

3. Work Instruction for utilizing the Payments tab functionality

Tabbed region — Payments

Payments Invoice Reporting Period region
Payments Due region

Payments Filter region

Payment Information region

Payments Filter Results region

Payment Initiation Upload region
Payments Pending Transactions region
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