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Processing Deferred Invoices

The CGDP Portal provides the ability to defer payment of distributed invoice line items to a subsequent
reporting period if:
e The Total Available amount field in the Payment Information region totals less than the
Portal’s system-default allowable amount and
e The Sponsor’s banking ACH process prevents processing of the total amounts selected for
payment initiation that fall below their specified minimum dollar ACH processing amount for a
specific payment date.

The payment initiation process used by the CGDP Portal initiates a lump sum debit from Sponsor bank
accounts for the total amount of payments initiated per day, not individual line item debits.

Defer functionality becomes available if the amount listed in the Total Available field is less than the
Portal’s system-default allowable amount, currently designated as $20.00 USD.

The instructions provided present different scenarios for how the Defer process functionality works.

The most important facts to know before deferring an invoice:
e All Sponsors are responsible for verifying their banking institution’s specific threshold for low-
dollar ACH amounts permitted for processing.
e The Portal processes initiated payments as a lump sum debit from Sponsor accounts for the total
number of invoices selected to initiate on a specific day, not as individual invoice line items.
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Defer Eligible Invoices — Total Available Is Less Than $20.00 USD

This instruction provides direction on when to use the deferment process.

Instruction Scenario:
Invoices distributed for a reporting period display a Total Available amount less than the Portal’s
system-default allowable amount, currently set at $20.00 USD. The Defer checkbox displays for all

available distributed invoice line items.

This Sponsor’s banking institution allows ACH processing for dollar amounts greater than $5.00
USD. In this scenario, the Total Available amount of all invoices is less than this Sponsor’s bank
ACH minimum threshold of $5.00 USD, so all invoice line items are eligible for deferment.

Remember: Sponsors are responsible for verifying with their banking institution the specific threshold
for low-dollar ACH amounts permitted for processing.

Note:
Completion of this process is limited to Sponsor associates assigned the Payment Initiation role.

1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the
corresponding password into the Password field on the Login form.

Contact Us | Help
PALMETTO GBA. CM s
i CENTERS FOR MEMCARE & MEDICALID SERVICES

A CILLRIAM GROUP CORMPAN

Coverage Gap Discount Program

User ID:| |

Password:l |
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2) After entering the User ID and Password successfully, a random security question appears from
the three security questions selected during initial security data setup. Enter the correct answer
and select the Validate button.

Contact Us | Logout | Help

‘ M s Logged on as HO__0

CENTERS FOR METHCARE & MEDICARDY SERVICES

N
PALMETTO GBA.

& CZLLRIAM GROUFP COMPANY

Coverage Gap Discount Program

Due to system security requirements you will need to answer the
question below to gain access to the application.

|What are the last five digits of your driver's license number? ||

3) On the Home tab, select the specific type of invoice from the drop down list located in the
Invoice Type field.

%O Contact Us | My Profile | Logout | Help | Reporting
PALMETTO GBA. CM S togged on as HO—0
CENTERS FO METHCARE & MEDICAID SERVICES

A CELERIAN GROUP COMPANY

Home Reports Disputes
Sponsor Portal Coverage Gap Discount Program =
Parent Org. Contract Reporting 1-4outof4 Welcome to Coverage Gap Discount Portal where
D Invoice Type Mumber Period Status

you can initiate a payment, check the status of
HO__0 auartery — ~]| [ALL ] [ALL v] [ALL v payments and receipt of payments as well as view
your reports.

Reporting

Invoice Type Contract Number Period Status Select For payment functions, start by selecting a line
Quarterly H5_ 0 201504 Available ~ item from the list to the left of this message.
Quarterly H5_0 201503 Available
Quarterly H5—0 201502 Available Available Invoice is ready for payment initiations
Quarterly H5_0 201501 Available

One or more items has an unsuccessful
payment attempt
Incomplete One or more items have not been paid
Invoices requiring payment initiation not
applicable. Invoice receipts available
All line items have been initiated
successfully
Successful All line items have been paid successfully

Failed

N/A

Pending

Reporting Periods with no invoice line items
Filter Contract Number Reporting Period

by:
Contract Number Reporting Period
H5__0 201404
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4) Populate the Select radio button for the reporting period then select the Payments tab to view the
invoice line items for the specific reporting period.

PALMETTO GBA.

A CELERIAN GROUP COMPANY

CENTERS FOR MEDICARE & MEDICAID SERVICFS.

Home

Payments

Completed

Sponsor Portal

Receipts

Reporis

Disputes

Coverage Gap Discount Program

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO_0

Parent Org. Contract Reporting 1-4outofd
1D Invoice Type  Number Period Status
HO_ 0  [Quartery ~| [ALL v| [ALL v] [ALL v]
A Reporting
Invoice Type Contract Number CPOrti Status Select
Period
Quarterly H5__0 201504 Available
Quarterly H5_0 201503 Available
Quarterly H5—0 201502 Available
Quarterly H5_0 201501 Available

Welcome to Coverage Gap Discount Portal where
you can initiate a payment, check the status of
payments and receipt of payments as well as view
your reports.

For payment functions, start by selecting a line
item from the list to the left of this message.

Available Invoice is ready for payment initiations
One or more items has an unsuccessful
payment attempt

Failed

Incomplete One or more items have not been paid
Invoices requiring payment initiation not
applicable. Invoice receipts available

All line items have been initiated
successfully

N/A
Pending

Successful All line items have been paid successfully

Reporting Periods with no invoice line items

Filter Contract Number Reporting Period
by:

Contract Number Reporting Period

H5_0 201404

5) On the Payments tab, review the Payment Information region’s Total Available field to note
the total dollar amount of available invoices.

PALMETTO GBA.

& CELERIAN GROUP COMPANY

CENTERS FOR MEIHCARE & MEDICARD SERVICES

Home

Payments

Completed

Sponsor Portal

Receipts

CGDP Payments

Invoice Reporting Period: 201504

Reports

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO__0

Payments due: 03/10/2016

P Mumber: v Parent Org. ID: HO_0 Contract Number: 1-2outof2 Payment Information
Total Invoiced £4.87
O i Total Failed 50.00
- Initiate All Total Current Deferred 50.00
Invoiced LELITE Payment/Failed Initiate Total Previous Deferred 50.00

P Number . Deferred Defer Failed EFT ID .
Amount 1 | Date Payment Total Pending $0.00
Amount
— Total Successful $0.00
P1_0 $1.43 so.00 (04012016 || O O CG15041_0H5_0 [Total Available |
P1_2 $3.44 $0.00 04/01/2016 _”] ] 1 CG15041__2HS_0

Pending Transactions

Update anl [J l:ll]

Payment Initiation Upload
Browse...

P Number

Authorization Amt

There are no pending transactions at this time.

Date Submitted

Payment Date

Stop Payment

Revision: 7/14/2016
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6) Review the invoice line items in the Payment Initiation region and notice that the Defer check
box is available when the Payment Information region’s Total Available field displays an
amount less than $20.00 USD.

This example displays active Defer check boxes for invoice line items that fall below the CGDP
Portal allowable amount of $20.00 USD and fall below this Sponsor’s bank ACH minimum
threshold amount.

Invoice Reporting Pericd: 201504 Payments due: 03/10/2016
P Number: Parent Org. ID: HO__0 Contract Number: 1-2autof2 } bayment Information

Total Invoiced £4.87

0 it Total Failed $0.00

- Initiate All Total Current Deferred $0.00

Invoiced o3 Payment/Failed Initiate . Total Previous Deferred $0.00

P Number . Deferred Defer  Failed EFTID X

Amount t | Amount Date Payment Total Pending $0.00

— Total Successful 50.00

PI_0 43 s0.00  (04/01/2016 _“‘ a @ CG15041_0H5_0 Total Available $4.87]
P1_2 33.44 ¢0.00  (04/01/2016 _“‘ 0 CG15041_2H5_0
Update all [ l:ll] | Submit

Remember: Sponsors are responsible for verifying with their banking institution the specific
threshold for low-dollar ACH amounts permitted for processing. If the Sponsor’s banking institution
can process the amount displayed for an invoice item, the Sponsor should not utilize the Defer
process for that line item.

7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment
and select the Submit button, located at the bottom right of the Payment Initiation region.

Invoice Reporting Period: 201504 Payments due: 03/10/2016
[ P Number: Parent Org. ID: HO__0 Contract Number: 1-2out of 2 ] Payment Information
Total Invoiced $4.87
O it Total Failed $0.00
- Initiate All Total Current Deferred $0.00
Invoiced Eyions Payment/Failed Initiate . Total Previous Deferred $0.00
P Number . Deferred Defer  Failed EFT ID .
Amount * | Amount Date Payment Total Pending $0.00
— Total Successful 50.00
P1_0 $1.43 s0.00 (04052016 _“‘ 0 CG15041_0HS_0 Total Available 54.87
P1_2 £3.44 s0.00  |04/05/2016 _“‘ 0 CG15041_2H5_0
vpdstean O ][] Submit

Note: Selecting Defer is only applicable when the Defer check box is available and if the
Sponsor’s bank ACH process prevents processing total amounts selected for payment initiation
that fall below their bank’s specified minimum ACH processing amount.

Invoice line items will no longer be available for deferment if the invoice line item(s) remains
unprocessed for payment for 16 reporting periods. Invoice line item(s) in this status will require
payment processing between the two entities.
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8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit
PIN in the PIN Validation form and select the Validate button.

Coverage Gap Discount Program

PIN Validation

[ ]|

9) This message will appear after selecting the Submit button.

Message from webpage @

.';..

-~ Warning: By selecting 'OK' below, you acknowledge that you are unable
"W to pay this amount because it falls below the minimum amount your

~ bank allows for ACH transactions. You also acknowledge that this
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
banks minimurmn payment restrictions or (2,) The amount has been
deferred for 16 quarters and the deferred armount 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
irreversible event.

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

10) Select OK to defer the selected invoice line item.
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11) Once the defer process is complete, review the Payment Information region’s Total Current
Deferred field for updated amounts.

%O Contact Us | My Profile | Logout | Help | Reporting
PALMETTO GBA. CM S Logaed en as HO—0
CENTERS FOOR METHCARE & MEDICAID SERVICES

A CELERIAN GROUP COMPANY

Home Completed Receipts Reports Disputes

Sponsor Portal CGDP Payments =
Invoice Reporting Period: 201504  Payments due: 03/10/2016
P Number: Parent Org. ID: HO__0 Contract Number: Payment Information
Total Invoiced £4.87
0 " Total Failed $0.00
Initiate A

— ftte Total Current Deferred £4.87
Invoiced (LB LIS Payment/Failed Initiate Total Previous Deferred $0.00

P Number A fa Deferred ! Dat p t Defer Failed EFT ID . :
mount T unt ate aymen Total Pending $0.00
There are no more remaining invoice line items for the quarter! Total Successful 0110
- otal Available £0.00

T

Pending Transactions Payment Initiation Upload

B i
P Number Authorization Amt  Date Submitted Payment Date Stop Payment fowse S
There are no pending transactions at this time.

12) To verify the deferred invoice line items, select the Completed tab, and review the data listed in
the Completed Transactions region.

This example displays the selected invoice line items as Deferred in the Status field. The Payment
Date field displays the defer date of the invoice line items.

‘%O Contact Us | My Profile | Logout | Help | Reporting
Logged on as HO__0
raverro csa.  ( CIMIS
CENTERS FOR MEDICARE & MEDICAID SERVICES

A CELERIAN GROUP COMPANY

Home Payments Completed Receipts Reports Disputes

Sponsor Portal CGDP Completed Payments =

Invoice Reporting Period: 201504 !

{ P Number: Parent Org. ID: HO__0 Contract Mumber: 1-2outof2 ] Payment Information for H5__0
Total Invoiced $4.87
— Total Received $0.00
P Number Invoiced Amount Payment Date Status EFTID [Fotal Deferred a5
” P1_0 $1.43 04/05/2016 Deferred CG15041_0H5_0| Total Pending $0.00
P1__2 $3.44 04/05/2016 Deferred CG15041__2H5__0| Total Failed £0.00
Total Outstanding £0.00
To view completed payments for a different reporting period, return to the Home tab and select the radio button
line jtern that contains the desired reporting period. Possible Statuses

Deferred Payer has determined that the
amount owed is below their
bank's ACH minimums

Pending Payer initiation was successful.
The debiting process, holding
period and crediting process still
remain

Successful Funds should now be available in
the payee's account

You have now completed processing deferred invoice line items.
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Non-Eligible Deferment — Total Available Greater Than $20.00 USD

This instruction provides direction on when the deferment process is not applicable.

Instruction Scenario:

Invoices distributed for a reporting period display a Total Available amount greater than the Portal’s
system-default allowable amount, currently set at $20.00 USD. The Defer checkbox does not display
for any distributed invoice line item if the Total Available amount is greater than the Portal’s $20.00

USD default amount.

In this scenario, the Total Available amount of all invoices is greater than the Portal’s default amount
so all invoice line items are eligible for payment processing and not deferment.

Remember: Sponsors are responsible for verifying with their banking institution the specific threshold
for low-dollar ACH amounts permitted for processing.

Note:
Completion of this process is limited to Sponsor associates assigned the Payment Initiation role.

1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the
corresponding password into the Password field on the Login form.

Contact Us | Help
PALMETTO GBA. CMS
i CENTERS FOR MEMMCARE & MEDICAID SERVICES

A CCLLRIAMN GROUP COR PAN

Coverage Gap Discount Program

User ID: | |

Password: | |
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2) After entering the User ID and Password successfully, a random security question appears from
the three security questions selected during initial security data setup. Enter the correct answer
and select the Validate button.

Contact Us | Logout | Help

‘ M s Logged on as HO__0

CENTERS FOR METHCARE & MEDICARDY SERVICES

N
PALMETTO GBA.

& CZLLRIAM GROUFP COMPANY

Coverage Gap Discount Program

Due to system security requirements you will need to answer the
question below to gain access to the application.

|What are the last five digits of your driver's license number? ||

3) On the Home tab, select the specific type of invoice from the drop down list located in the
Invoice Type field.

%O Contact Us | My Profile | Logout | Help | Reporting
PALMETTO GBA. s Logged on as HO_0
e emaces

A CELERIAN GROUP COMPANY

Repors  Disputes

Sponsor Portal Coverage Gap Discount Program =

Parent Org. Contract Reporting 1-3outof3

D Invoice Type Mumber Period Status Welcome to Coverage Gap Discount Portal where

G "Quanerl v" ‘ALL Vl |ALL v‘ |ALL - you can initiate a payment, check the status of
— Y payments and receipt of payments as well as view
your reports.

. Reporting i . .
Invoice Type Contract Number Period Status Select For payment functions, start by selecting a line
Quarterly H7_ 1 201504 Available ~ item from the list to the left of this message.
Quarterly H7 _1 201502 Available
Quarterly H7 1 201501 Available - Available Invoice is ready for payment initiations

Failed One or more items has an unsuccessful

payment attempt

Incomplete One or more items have not been paid
Invoices requiring payment initiation not

N/A applicable. Invoice receipts available

All line items have been initiated

successfully

Successful All line items have been paid successfully

Pending

Reporting Periods with no invoice line items

Filter Contract Number Reporting Period
by:
Contract Number Reporting Period
H7 _1 201503
H7 1 201404

Revision: 7/14/2016 11|Page
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invoice line items for the specific reporting period.
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select the Payments tab to view the

P
NOY
PALMETTO GBA.

A CELERIAN GROUP COMPANY

CENTERS FOR METHCARE & MEDICAID SERVICES

Home: Payments Completed Receipts

Reports Disputes

Sponsor Portal Coverage Gap Discount Program

Parent Org. Contract Reporting 1-3outof3
i} Invoice Type Number Period Status
HO_0 Quarterly  v| [ALL  ~v|  [ALL v] [ALL v
A Reporting
Invoice Type Contract Number - Status Select
Period
Quarterly H7 _1 201504 Available
Quarterly H7 _1 201502 Available O
Quarterly H7 _1 201501 Available O

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO__0

Welcome to Coverage Gap Discount Portal where
you can initiate a payment, check the status of
payments and receipt of payments as well as view
your reports.

For payment functions, start by selecting a line
item from the list to the left of this message.

Available Invoice is ready for payment initiations
One or more items has an unsuccessful
payment attempt

Incomplete One or more items have not been paid

Invoices requiring payment initiation not
applicable. Invoice receipts available

All line items have been initiated
successfully

Failed

N/A
Pending

Successful All line items have been paid successfully

Reporting Periods with no invoice line items

Filter Contract Number Reporting Period
by: i~
Contract Number Reporting Period

H7 _1 201503
H7__1 201404

5) On the Payments tab, review the Payment Information region’s Total Available field to note

the total dollar amount of available invoices.

N
¥
PALMETTO GBA.

A CELERIAN GROUP COMPANY CENTERS FOR MEDICARE & MEDICAID SERVICES

Home Completed Receipts Reports Disputes

Sponsor Portal CGDP Payments

Invoice Reporting Pericd: 201504

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO—_0

Payments due: 03/10/2016
P Number: Parent Org. ID: HO__0 Contract Number: 1-4outofd Payment Information
Total Invoiced $35.45
0 niti 0 Total Failed $0.00
Initizte A Total Current Deferred $0.00
A Previous - -
Invoiced Payment/Failed Initiate q Total Previous Deferred $0.00
P Number Amount 7 | Deferred Date Payment Defey Eailed E IR Total Pending $0.00
Amount
— Total Successful $0.00
P1_4 $4.67 s0.00  |04/04/2016 ff O CG15041_aH7_1 [Fotal Available $35.45)
P1_2 $3.44 s0.00  |04/04/2016 i O CG15041_2H7__1
P11 $17.87 s0.00  (04/04/2016 # O CGL5041_1HT_1 . -
- Payment Initiation Uploa
P1_4 $9.47 $0.00 04/04/2016 i O CG15041__dH7__1 Browse...
vpaatean O [
Pending Transactions

P Number Authorization Amt

There are no pending transactions at this time.

Date Submitted Payment Date Stop Payment

Revision: 7/14/2016
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6) Review the invoice line items in the Payment Initiation region and notice that the Defer check
box is not available when the Payment Information region’s Total Available field displays an

amount greater than $20.00 USD, even when invoice line item amounts are less than the Portal’s
system-default allowable amount.

Invoice Reporting Period: 201504  Payments due: 03/10/2016

Payi t Inf ti
[ P Mumber: Parent Org. ID: HO__0 Contract Number: 1-4outofd ] Ia e dn ormaton
Total Inveice
Total Failed
[ mitiate All Total Current Deferred
r Previous - e
Invoiced payment/Failed Initiate : Total Previous Deferred
P Number Amount 1 | Deferred Date Payment Defer Failed EFT ID Total Pending
Amount
- Total Successful
P1_4 54.67 so.00 04042016 |[7H] O CG15041__4H7__1 [Total Available
—

P1_2 $3.44 $0.00 04/04/2016 :nj
Pl_1 $17.87 $0.00 04/04/2016 :_nj
P1_4 $9.47 so.00 (040472016 |[Ta)

Update all [J l:l:”j ,,,,,

Note: The payment initiation process used by the CGDP Portal initiates a lump sum debit from
Sponsor bank accounts for the total amount of payments initiated, not individual line item debits.

CG15041__2H7 1

CG15041__1H7__1

O od

CG15041__4H7__1

7) Populate the Initiate Payment check boxes with a check mark to select all invoice line item(s) for

payment initiation and select the Submit button, located at the bottom right of the Payments
Initiation region.

L] 1nitiate All
P Number ir::z:lc:td‘ L B:::Ir(::; Paymi[a)r;tt[eFailed :ir:;irz:aent Defer Failed EFT ID
Amount
P1_4 £4.67 £0.00 EJ CG15041__4H7__1
P1_2 £3.44 50.00 EJ CG15041_2H7_ 1
P1__1 §17.87 5$0.00 EJ CG15041__1H7 1
P1_4 £9.47 50.00 EJ CG15041__4H7__1
Update all [] I:I:”_;

Note: Selecting Defer is only applicable when the Defer check box is available and if the
Sponsor’s bank ACH process prevents processing total amounts selected for payment initiation
that fall below their bank’s specified minimum ACH processing amount.

8) To process payment initiation, enter the Payment Initiation role four-digit PIN in the PIN
Validation form and select the Validate button.

Coverage Gap Discount Program

PIN Validation

H..-- ﬂ
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9) Once the process is complete, review the Payment Information region’s Total Pending and
Total Available fields for updated amounts.

N
PALMETTO GBA. CM S

A CELERIAN GROUP COMPANY

Home Completed

Sponsor Portal

Receipts
CGDP Payments

Invoice Reporting Period: 201504

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO__0

Reports Disputes

Payments due: 03/10/2016

P Number: Parent Org. ID: HO__0 Contract Number: Payment Information
Total Invoiced £35.45
1 miti Total Failed 50.00
Initiate All Total Current Deferred £0.00
- Previous - - :
Total Previous Deferred 50.00
P Number Invon:ed» Deferred Payment/Failed  Initiate Defer Failed EFT ID =
Amount 1, o ot Date Payment |Total Pending £35.45)|
L Total Successful 50.00
There are no more remaining invoice line items for the quarter. -
|Total Available $0.00)
Yt S
Pending Transactions 1-4outof4 Payment Initiation Upload
P Number Authorization Amt  Date Submitted Payment Date Stop Payment Browse... Upload
P1_4 $£4.67 04/04/2016 04/04/2016
P1_2 £3.44 04/04/2016 04/04/2016
P1_1 $17.87 04/04/2016 04/04/2016
P1_4 $9.47 04/04/2016 04/04/2016

You have now completed working with invoice line items totaling greater than the Portal’s system-default

allowable amounts.

Revision: 7/14/2016
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Prior Reporting Period Deferment — N/A Payable Invoices Distributed for Reporting Period

This instruction provides direction on how to process previously deferred items when the current
reporting period has no payable invoice activity available.

Instruction Scenario:
Invoices deferred from a prior reporting period require additional processing. The current reporting
period contains only distributed invoices for receipt from Manufacturers. No payable invoices are

available.

In this scenario, the prior period deferred items require processing in the current period, however, the
current period does not have any payable invoices. The Total Available amount of all invoices is less
than this Sponsor’s bank ACH minimum threshold of $5.00 USD, so all invoice line items are eligible
for deferment

Remember: Sponsors are responsible for verifying with their banking institution the specific threshold
for low-dollar ACH amounts permitted for processing.

Note:
Completion of this process is limited to Sponsor associates assigned the Payment Initiation role.

1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the
corresponding password into the Password field on the Login form.

Contact Us | Help
PALMETTO GBA. CMS
\d CENTERS FOR METMCARE & MEDICAID SERVICES

& CCLCRIAM GROUP COMPAN

Coverage Gap Discount Program

User ID: | |

Password: | |

Revision: 7/14/2016 15|Page
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2) After entering the User ID and Password successfully, a random security question appears from
the three security questions selected during initial security data setup. Enter the correct answer
and select the Validate button.

N
PALMETTO GBA.

& CCLLRIAN GROUP COMPANY

CMS

CENTERS FOR METMCARE & MEDICAID SERVICES

Contact Us | Logout | Help

Logged on as HO__0

Revision: 7/14/2016

Coverage Gap Discount Program

Due to system security requirements you will need to answer the
question below to gain access to the application.

|What are the last five digits of your driver's license number? ||

3) On the Home tab, select the specific type of invoice from the drop down list located in the
Invoice Type field.

CENTERS FOR MEDICARE & MEDICAID SERVICES

PALMETTO GBA.
Coverage Gap Discount Program =

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO__0

Test Environment
A CELERIAN GROUP COMPANY

Home

Reports Disputes

Sponsor Portal

Welcome to Coverage Gap Discount Portal where
you can initiate a payment, check the status of

Parent Org. Contract Reporting ¢ N .
D Invoice Type Number Period Status 1-2outof2 payments and receipt of payments as well as view
your reports.
Ho_0 |[Quanery w]| [s5_2~] [AlL v~ [ALL ~]
For payment functions, start by selecting a line
Reportin item from the list to the left of this message.
A Reporting
Invoice Type Contract Number " Status Select
Period
Quarterly 552 201503 NfA
Quarterly 552 201502 Successful

Available Invoice is ready for payment initiations
Failed One or more items has an unsuccessful
payment attempt
Incomplete One or more items have not been paid
Pending All line items have been initiated
successfully

Successful All line items have been paid successfully

Reporting Periods with no invoice line items

Filter Contract Number Reporting Period
by:

Contract Number Reporting Period

There is an invoice report for the selected Contract
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Populate the Select radio button for the reporting period then select the Payments tab to view the
invoice line items for the specific reporting period.

'%O Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO__0O

PALMETTO GBA. c M S ged an =s HO__0
o B el KoY

A CELERIAN GROUP COMPANY

Home Completed Receipts Reports Disputes

Sponsor Portal Coverage Gap Discount Program -

Welcome to Coverage Gap Discount Portal where
you can initiate a payment, check the status of

Parent Or'g. Contract Raporting i N " 1 .
ID Invoice Type NMumber Pericd Status 1-2outof2 payments an reca\pt Of payments as well as view
your reports.
HO__ 0 |Quarterly  »| (55932 v| [ALL  ~]  [ALL ~|

For payment functions, start by selecting a line
item from the list to the left of this message.

A Reporting
Invoice Type Contract Number - Status Select
Period
Quarterly 55_2 201503 N/a
Quarterly S5_2 201502 Successful Available Invoice is ready for payment initiations

Failed ©One or more items has an unsuccessful
payment attempt
Incomplete One or more items have not been paid
Pending All line items have been initiated
successfully
Successful All line items have been paid successfully

Reporting Periods with no invoice line items

Filter Contract Number Reporting Period
by: __ALL ~ __ALL ~
Contract Number Reporting Period

There is an invoice report for the selected Contract

5) On the Payments tab, review the Payment Information region. Note that the Total Invoiced

field contains zeros, due to the Sponsor not receiving payable invoices for the reporting period.
However, the Total Previously Deferred and Total Available fields display the total dollar amount
of invoices deferred from the prior period.

%O Contact Us | My Profile | Logout | Help | Reporting

L d HO_O
PALMETTO GBA. c M s oggr:stogngwsronmert

& CELERIAN GROUP COMPANY CENTERS FOR METHCARE & MEDICAID SERVICES

Home Payments Completed Receipts Reports Disputes

Sponsor Portal CGDP Payments =

Inveice Reporting Period: 201503  Payments due: 12/09/2015
P Mumber: Parent Org. ID:HO_0 Contract Number: 1-2outof2 ] Payment Information

|[Total Invoiced 50.00]
O tnitiate Al Total Failed 50.00
nhee Total Current Deferred $0.00
Invoiced Erevigns Payment/Failed Initiate Total Previously Deferred 6 45
P Number . Deferred 4 Defer Failed EFT ID =
Amount T | T Date Payment Total Pending £0.00

- Total Successful $0.00
P1_0 $0.00 $0.34 12/08/2015 _”] O | CG15021_055_2 [Total Availzble 55_43
P1_3 $0.00 g6.11  [12/08/2015 _”] O O CG15021_355_2

Update Al [] |:| 2] Payment Initiation Upload
Pending Transactions Browse...

P Number Authorization Amt Date Submitted Payment Date Stop Payment

There are no pending transactions at this time.
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6) Review the invoice line items in the Payment Initiation region and notice that the Defer check
box is available when the Payment Information region’s Total Available field displays an
amount less than $20.00 USD.

This example displays active Defer check boxes for Previous Deferred Amount invoice line items
that fall below the CGDP Portal allowable amount of $20.00 USD and fall below this Sponsor’s
bank ACH minimum threshold amount. Note that there are no Invoiced Amounts available in this

scenario.
Invoice Reporting Period: 201503  Payments due: 12/09/2015
[ P Number: Parent Org. ID:HO__0 Contract Number: 1-2outof2 ] Payment Information
Total Invoiced 50.00|
0 niti 0 Total Failed $0.00
Initiate Al
= mitiate Total Current Deferred $0.00
= Previous = e =
q ly $6.45
EHumber In\rolced” Deferred Payment/Failed Initiate Defer Failed EFT ID |[Total Previously Deferred ]
Amount 7| |h ot Date Payment Total Pending £0.00
-— Total Successful 50.00
PL_0 $0.00 s0.34) 12082015 | [T ] E CG15021_0s5_2 < 5545
P1_3 0.00 se.11| 12082015 |[75) O CG15021_355_2
e Submi
e L0 G

Remember: Sponsors are responsible for verifying with their banking institution the specific
threshold for low-dollar ACH amounts permitted for processing. If the Sponsor’s banking institution
can process the amount displayed for an invoice item, the Sponsor should not utilize the Defer
process for that line item.

7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment
and select the Submit button, located at the bottom right of the Payment Initiation region.

AN
\\\}V Contact Us | My Profile | Logout | Help | Reporting
M Logged on as HO_0
PALMETTO GBA. C s Test Environment
CENTERS FOR MEDNCARE & MEDICARD SERVICES

A CELERIAN GROUP COMPANY

Home Payments Completed Receipts Reports Disputes

Sponsor Portal CGDP Payments =

Invoice Reporting Period: 201503 Payments due: 12/09/2015

P Number: Parent Org. ID:HO__0 Contract Number: 1-2outof2 ] Payment Information
Total Invoiced 50.00
O tnitiate All Total Failed 50.00
oo niiate Total Current Deferred 50.00
- revious - - =
f $6.45|
P Number In\rolced” Deferred Payment/Failed Initiate Defer Failed EFT ID Total Previously Deferred
Amount 7 | 5t Date Payment Total Pending $0.00
- Total Successful 50.00
12/08/2015 o
P1_0 50.00 50.34 108/ _] O @ CG15021_0S5_2 Total Avalable 55_42
P1_3 $0.00 s6.11f 12082015 _“] O CG15021_355_2
Update All [J |:| _”] | Submit Payment Initiation Upload
Pending Transactions Browse... Upload
P Number Authorization Amt  Date Submitted Payment Date Stop Payment
There are no pending transactions at this time.

Note: Selecting Defer is only applicable when the Defer check box is available and if the
Sponsor’s bank ACH process prevents processing total amounts selected for payment initiation
that fall below their bank’s specified minimum ACH processing amount.

Invoice line items will no longer be available for deferment if the invoice line item(s) remains
unprocessed for payment for 16 reporting periods. Invoice line item(s) in this status will require
payment processing between the two entities.
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8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit
PIN in the PIN Validation form and select the Validate button.

Coverage Gap Discount Program

PIN Validation

[ ]|

9) This message will appear after selecting the Submit button.

Message from webpage @

.';..

-~ Warning: By selecting 'OK' below, you acknowledge that you are unable
"W to pay this amount because it falls below the minimum amount your

~ bank allows for ACH transactions. You also acknowledge that this
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
banks minimurmn payment restrictions or (2,) The amount has been
deferred for 16 quarters and the deferred armount 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
irreversible event.

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

10) Select OK to defer the selected invoice line item.
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11) Once the defer process is complete, review the Payment Information region’s Total Previously

Deferred and Total Available fields for updated amounts.

N
PALMETTO GBA.

5 CELERIAN GROUP COMPANY CENTERS FOR METNCARS & MEDICAID SERVICES.

Home Payments Completed Receipts Reports Disputes

Sponsor Portal CGDP Payments

Invoice Reporting Period: 201503

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO_D
Test Environment

Update Al [ l:l__}

Pending Transactions

Payments due: 12/09/2015
P Number: v Parent Org. ID: HO_0 Contract Number: 1-2outof2 Payment Information
Total Invoiced 50.00
1 Initiate All Total Failed $0.00
nitiate
Previ Total Current Deferred 50.00
n revious F s

ﬁont;act anmcetd‘ Deferred Paym?)ntt/Falled lIjnltlate . Defer Failed EFT ID Total Previously Deferred £0.00)
umber  AmountTl A mount ate e Total Pending 50.00
|There are no more remaining invoice line items for the guarter‘| Total Successful 50.00
Total Available 50.00|

P Number Authorization Amt  Date Submitted Payment Date

There are no pending transactions at this time.

Stop Payment

Payment Initiation Upload
Brawse...

12) To verify the deferred invoice line items, return to the Home tab and select the prior quarter.

Qe
PALMETTO GBA.

A CELERIAMN GROUP COMPANY

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES

Home Payments Completed Receipts Reports Disputes

Sponsor Portal Coverage Gap Discount Program

Parent Org. Contract Reporting
; : 1-2outof2
D Invoice Type Number Period Status
HO_0 [Quarterly V| [ssg3zv|  [ALL  w| [ALL v
5 R ti
Invoice Type Contract Number seporiing Status Select
Period
Quarterly 552 201503 N/A
Quarterly S5 2 201502 Successful

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO_0
Test Environment

Welcome to Coverage Gap Discount Portal where
you can initiate a payment, check the status of
payments and receipt of payments as well as view
your reports.

For payment functions, start by selecting a line
item from the list to the left of this message.

Available Invoice is ready for payment initiations
Failed One or more items has an unsuccessful
payment attempt
Incomplete One or more items have not been paid
Pending All line items have been initiated
successfully
Successful All line items have been paid successfully

Reporting Periods with no invoice line items

Filter Contract Number Reporting Period
by:

Contract Number Reporting Period

There is an invoice report for the selected Contract

Revision: 7/14/2016
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Defer Payment Process

13) Select the Completed tab, and review the data listed in the Completed Transactions region.

This example displays the selected invoice line items as Deferred in the Status field.
Note: The Payment Date field displays the most recent deferred date.

PALMETTO GBA.

A CELERIAN GROUP COMPANY

Home Bayments

Sponsor Portal

(wwm.\;muncm( B’

Completed Receipts Reports Disputes

CGDP Completed Payments

Invoice Reporting Period: 201502

[ P Number: Parent Org. ID: HO__0 Contract Number; m 1-2outof2

P Number Invoiced Amount Payment Date Status EFTID
P1_0 £0.34 1270872015 Deferred CG15021__055__2
P1__3 $6.11 12/08/2015 Deferred CG15021__355_2

1o view completed payments for a different reporting period, return to the Home tab and select the radio button
line item that contains the desired reporting period.

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO_0
Test Environment

1

Payment Information for §5__2
Total Invoiced $6.45
Total Received $0.00

|| Total Deferred $6.45|
Total Pending £0.00
Total Failed $0.00

Total Outstanding $0.00

Possible Statuses
Pending Payer initiation was successful.
The debiting proecess, holding
period and crediting process still
remain
Successful Funds should now be available in
the payee's account

You have now completed processing a previously deferred invoice line item in the following
reporting period that received no payable invoice line items.

Revision: 7/14/2016
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Prior Reporting Period Deferment — No Invoices Distributed for Current Reporting Period

This instruction provides direction on how to process previously deferred items when the current
reporting period has no invoice activity available.

Instruction Scenario:

Invoices deferred from a prior reporting period require additional processing. The current reporting
period did not receive distributed invoices available for payment or receipt. The Portal updates the
prior reporting period status to Incomplete as well as updating the reporting period line item with a
red font. Users are required to review any reporting periods with statuses other than Successful and
perform processing as necessary to remain in program compliance.

In this scenario, the prior period deferred items require processing, even though the current period has
no invoices distributed for payment or receipt. The Total Available amount of all invoices is less than
this Sponsor’s bank ACH minimum threshold of $5.00 USD, so all invoice line items are eligible for
deferment.

Remember: Sponsors are responsible for verifying with their banking institution the specific threshold
for low-dollar ACH amounts permitted for processing.

Note:
Completion of this process is limited to manufacturer associates assigned the Payment Initiation role.

1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the
corresponding password into the Password field on the Login form.

Contact Us | Help
PALMETTO GBA. CMS
T CENTERS FOR METHCARE & MEDICAID SERVICFS

A CCLLRIAN GROURP CORPAN

Coverage Gap Discount Program

User ID: | |

Password: | |

Revision: 7/14/2016 22|Page
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2) After entering the User ID and Password successfully, a random security question appears from

the three security questions selected during initial security data setup. Enter the correct answer
and select the Validate button.

N
PALMETTO GBA.

MDZLLRIAMN BROUP COMPANT

CMS

CENTERS FOR METHCARE & MEDICAINT SERVICES

Contact Us | Logout | Help

Logged on as HO__D

Coverage Gap Discount Program

User Validation

Due to system security requirements you will need to answer the
guestion below to gain access to the application.

|what are the last five digits of your driver's license number? ||
Answer: (sssess

3) On the Home tab, review the following sections:

e System message above the Filter region displays “One or More Reporting Periods Have
Outstanding Payments.”

e Updated status of prior reporting periods in the Filter Results region, the example
displays the updated status of Incomplete

¢ No Invoice Reporting region displays the current reporting period

PALMETTO GBA.

A CELERIAN GROUP COMPANY

Sponsor Portal

(nwm:nmm SEmICES

Reports

Disputes

Coverage Gap Discount Program

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO__0
Test Environment

Ju

||| Qne or More Reporting Periods Have Qutstanding Payments

Parent Org Contract Reporting you can initiate a payment, check the status of
D Invoice Type I Period Status 1-1outofl payments and receipt of payments as well as view
your reports.
HO_ 0 [Quarterly ~] [ALL_~]  [AlL ~] [ALL ~
For payment functions, start by selecting a line
Reportin item from the list to the left of this message.
g D a
Invoice Type Contract Number - Status Select
Period
[Lquarterty s5_2 201502 Incomplete Ol

Welcome to Coverage Gap Discount Portal where

Available Invoice is ready for payment initiations
Failed One or more items has an unsuccessful
payment attempt
Incomplete One or more items have not been paid
Pending All line items have been initiated
successfully

Successful All line items have been paid successfully

Reporting Periods with no invoice line items
Filter Contract Mumber Reporting Period

by:

Contract Number Reporting Period

|ls5_2 201503 |

Revision: 7/14/2016
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4) Populate the Select radio button for the reporting period with the updated status of Incomplete,
displayed in red font, and then select the Payments tab to view the invoice line items for the
specific reporting period.

PALMETTOC GBA.

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO__0

A CELERIAN GROUP COMPANY

CENTERS FOR MEDICARE & MEDICAID SERVICES

Home

Payments

Completed

Receipts

Reports

Test Envirenment

Disputes

Sponsor Portal

Coverage Gap Discount Program =

| Cne or More Reporting Periods Have Qutstanding Payments

Welcome to Coverage Gap Discount Portal where

you can initiate a payment, check the status of
payments and receipt of payments as well as view
your reports.

For payment functions, start by selecting a line

Parent Org. Contract Reporting 1-1outefl
ID Invoice Type Mumber Period Status oute
HO_ 0 [Quarerly ~| [ALL_v]  [ALL v] [ALL v
q Reporting
Invoice Type Contract Number n Status Select
Period
Quarterly S5 2 201502 Incomplete

item from the list to the left of this message.

Available Invoice is ready for payment initiations

Failed One or more items has an unsuccessful
payment attempt
Incomplete One or more items have not been paid
Pending All line items have been initiated
successfully

Successful All line items have been paid successfully

Reporting Periods with no invoice line items

Filter Contract Number Reporting Period
by:

Contract Number Reporting Period

55_2 201503

5) On the Payments tab, review the Payment Information region’s Total Available field to note

the total dollar amount of available invoices.

PALMETTO GBA.

4 CELERIAN GROUP COMPANY CENTERS FOR MEDICARE & MEDICARD SERVICES.

Home Payments Completed Receipts Reports

Sponsor Portal CGDP Payments

Invoice Reporting Period: 201502

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO_0
Test Environment

Disputes

Payments due: 10/09/2015

P Number:

Payment Information

Parent Org. ID: HO_0 Contract Number: 1-2outof2
[Total Invoiced  $6.45
0 " Total Failed $0.00
Initiate Al
- ihae Total Current Deferred $0.00
A Previous c o
q $0.00
P Number Imrou:ed” Deferred Payment/Failed Initiate Defer Failed EFT ID Total Previously Deferred
Amount Tl it Date Payment Total Pending $0.00
- Total Successful $0.00
12/08/2015 a

P1_0 50.34 $0.00 108/ _] a g CG15021_055_2 Total Available 56.45

Pi_3 $6.11 $0.00 12/08/2015 _“] O O CG15021__355_2

Update all [J l:ll]

Pending Transactions

Payment Initiation Upload
Browse...

P Number Authorization Amt  Date Submitted

There are no pending transactions at this time.

Payment Date

Stop Payment

Revision: 7/14/2016
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Defer Payment Process

Review the invoice line items in the Payment Initiation region and notice that the Defer check

box is available when the Payment Information region’s Total Available field displays an

amount less than $20.00 USD.

This example displays active Defer check boxes for invoice line items that fall below the CGDP
Portal allowable amount of $20.00 USD and fall below this Sponsor’s bank ACH minimum

threshold amount.

Invoice Reporting Period: 201502

Payments due: 10/09/2015

[ P Number: Parent Org. ID: HO_0 Contract Number: 1-2outof2 Payment Information
Total Invoiced $6.45
0 I Total Failed $0.00
Initiate A
nifiate Total Current Deferred $0.00
- Previous - o
50.00
P Number In\rolced” Deferred Payment/Failed Initiate Defer Failed EET ID Total Previously Deferred
Amount T | Amount Date Payment Total Pending $0.00
- Total Successful $0.00
12/08/2015 o
PL_0 50.00 : —] u E CG15021_055_2 Total Available 56.45
p -
P1_3 $0.00 12/08/2015 _“] 1 CG15021__3S5_2

Update all [] l:ll]

Remember: Sponsors are responsible for verifying with their banking institution the specific
threshold for low-dollar ACH amounts permitted for processing. If the Sponsor’s banking institution

can process the amount displayed for an invoice item,
process for that line item.

the Sponsor should not utilize the Defer

7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment
and select the Submit button, located at the bottom right of the Payment Initiation region.

~

PALMETTO GBA.

A CELERIAN GROUP COMPANY

CENTERS FOOR MEDICARE & MEDICAID SERVICES

Payments

Home Completed

CGDP Payments

Receipts Reports

Sponsor Portal

Invoice Reporting Period: 201502

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO_0O
Test Environment

Disputes

Payments due: 10/09/2015

Payment Information

P Number: Parent Org. ID: HO__0 Contract Number: 1-2outof2
|LTotal Invoiced 56.45]
0O 0 Total Failed $0.00
Initiate A
o N Total Current Deferred $0.00
- revious - s
q $0.00
P Number Involcedﬂ Deferred Payment/Failed Initiate Defer Failed EFT 1D Total Previously Deferred
Amount T L L unt Date Payment Total Pending $0.00
- Total Successful 50.00
4 12/08/2015 o

PL_0 50.3 $0.00 108/ o CEHEEL Total Available £6.45

P13 $6.11) $0.00  [12/08/2015 # 0 CG15021_355_2

Update all [] l:lz]

Pending Transactions

Payment Initiation Upload
Brawse...

P Number Authorization Amt  Date Submitted

There are no pending transactions at this time.

Payment Date

Stop Payment

Note: Selecting Defer is only applicable when the
Sponsor’s bank ACH process prevents processing

Defer check box is available and if the
total amounts selected for payment initiation

that fall below their bank’s specified minimum ACH processing amount.

Invoice line items will no longer be available for deferment if the invoice line item(s) remains

unprocessed for payment for 16 reporting periods.
payment processing between the two entities.

Revision: 7/14/2016
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8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit
PIN in the PIN Validation form and select the Validate button.

Coverage Gap Discount Program

PIN Validation

[ees ]|

Wali

9) This message will appear after selecting the Submit button.

Message from webpage @

S

f -~ Warning: By selecting 'OK' below, you acknowledge that you are unable
"W to pay this amount because it falls below the minimum amount your

~ bank allows for ACH transactions. You also acknowledge that this
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
banks minimurmn payment restrictions or (2,) The amount has been
deferred for 16 quarters and the deferred armount 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
irreversible event.

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

10) Select OK to defer the selected invoice line item.
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11) Once the defer process is complete, review the Payment Information region Total Current
Deferred field for updated amounts.

N
PALMETTO GBA.

& CELERIAN GROUP COMPANY

CENTERS FOR MECARE & MEDICAHD SERVICES

Home

Payments

Completed Receipts Reports Disputes

Sponsor Portal

CGDP Payments

Invoice Reporting Period: 201502  Payments due: 10/09/2015

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO_D
Test Environment

Payment Information

Pending Transactions

P Number: Parent Org. ID:HO_0 Contract Number: 1-2outof2
Total Invoiced 56.45
[ Initiate All Total Failed $0.00
Previous Total Current Deferred $6.45
ﬁz:;lcrt L'::.'g:;:!td‘ | Deferred Pﬁvm%';tt/e Failed }j':tl:‘zent Defer  Failed EFT ID Total Previously Deferred $0.00
Amount Y Total Pending $0.00
|There are no more remaining invoice line items for the guarter‘| Total Successful $0.00
Total Available $0.00

Update Al [ l:ll; Submit

P Number

Authorization Amt

There are no pending transactions at this time.

Date Submitted Payment Date

Payment Initiation Upload
Brawse...

12) Select the Completed tab, and review the data listed in the Completed Transactions region.

This example displays the selected invoice line items as Deferred in the Status field.
Note: The Payment Date field displays the most recent deferred date.

Qe
PALMETTO GBA.

A CELERIAN GROUP COMPANY

Home Paym

Sponsor Portal

CENTERS FOR MEDICARE & MEDICAID SERVICES

ents Completed Receipts Reports Disputes

CGDP Completed Payments

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO__0
Test Environment

Invoice Reporting Period: 201502 !

[ P Number: Parent Org. ID: HO__O Contract Number: m 1-2outof2

P Number Invoiced Amount Payment Date Status EFTID
P1_0 $0.24 12/08/2015 Deferred CG15021__055_2
P1_3 $6.11 12/08/20135 Deferred CG15021_355_2

110 view completed payments for a different reporting period, return to the Home tab and select the radio button

line item that contains the desired reporting period.

Payment Information for 85__2
Total Invoiced $6.45
Total Received $0.00

|[Total Deferred $6.45]
Total Pending $0.00
Total Failed $0.00

Total Qutstanding $0.00

Possible Statuses
Pending Payer initiation was successful.
The debiting process, holding
period and crediting process still
remain
Successful Funds should now be available in
the payee's account

Revision: 7/14/2016
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13) To verify the status of the reporting period, return to the Home tab to view the Status field.

N

A CELERIAN GROUP COMPARNY

Home

Sponsor Portal

Payments

PALMET/TO GBA. @S

CENTERS FOR MEDICARE & MEDICAID SERVICES

Completed Receipts Reporis Disputes

Coverage Gap Discount Program

Contact Us | My Profile | Logout | Help | Reporting

Logged on as HO__0
Test Environment

Parent Org. Contract Reporting 1-1outofl
ID Invoice Type Number Period Status oute
HOo_0 [Quarterly V| [ALL v]  [ALL  v| [ALL v
R ti
Invoice Type Contract Number _EIM Status Select
Period
Quarterly 55_2 201502

Welcome to Coverage Gap Discount Portal where
you can initiate a payment, check the status of
payments and receipt of payments as well as view
your reports.

For payment functions, start by selecting a line
item from the list to the left of this message.

Available Invoice is ready for payment initiations
Failed One or more items has an unsuccessful
payment attempt
Incomplete One or more items have not been paid
Pending All line items have been initiated
successfully

Successful All line items have been paid successfully

Reporting Periods with no invoice line items
Filter Contract Number Reporting Period

P

Contract Number Reporting Period

552 201503

You have now completed processing a previously deferred invoice line item when the current
reporting period received no invoice line items.

Revision: 7/14/2016
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	Processing Deferred Invoices  
	 
	The CGDP Portal provides the ability to defer payment of distributed invoice line items to a subsequent reporting period if: 
	 The Total Available amount field in the Payment Information region totals less than the Portal’s system-default allowable amount and 
	 The Total Available amount field in the Payment Information region totals less than the Portal’s system-default allowable amount and 
	 The Total Available amount field in the Payment Information region totals less than the Portal’s system-default allowable amount and 

	 The Sponsor’s banking ACH process prevents processing of the total amounts selected for payment initiation that fall below their specified minimum dollar ACH processing amount for a specific payment date. 
	 The Sponsor’s banking ACH process prevents processing of the total amounts selected for payment initiation that fall below their specified minimum dollar ACH processing amount for a specific payment date. 


	 
	The payment initiation process used by the CGDP Portal initiates a lump sum debit from Sponsor bank accounts for the total amount of payments initiated per day, not individual line item debits. 
	 
	Defer functionality becomes available if the amount listed in the Total Available field is less than the Portal’s system-default allowable amount, currently designated as $20.00 USD. 
	 
	The instructions provided present different scenarios for how the Defer process functionality works. 
	 
	The most important facts to know before deferring an invoice: 
	 All Sponsors are responsible for verifying their banking institution’s specific threshold for low-dollar ACH amounts permitted for processing. 
	 All Sponsors are responsible for verifying their banking institution’s specific threshold for low-dollar ACH amounts permitted for processing. 
	 All Sponsors are responsible for verifying their banking institution’s specific threshold for low-dollar ACH amounts permitted for processing. 

	 The Portal processes initiated payments as a lump sum debit from Sponsor accounts for the total number of invoices selected to initiate on a specific day, not as individual invoice line items. 
	 The Portal processes initiated payments as a lump sum debit from Sponsor accounts for the total number of invoices selected to initiate on a specific day, not as individual invoice line items. 


	 
	  
	Defer Eligible Invoices – Total Available Is Less Than $20.00 USD 
	 
	This instruction provides direction on when to use the deferment process. 
	 
	Instruction Scenario: 
	Invoices distributed for a reporting period display a Total Available amount less than the Portal’s system-default allowable amount, currently set at $20.00 USD. The Defer checkbox displays for all available distributed invoice line items. 
	 
	This Sponsor’s banking institution allows ACH processing for dollar amounts greater than $5.00 USD. In this scenario, the Total Available amount of all invoices is less than this Sponsor’s bank ACH minimum threshold of $5.00 USD, so all invoice line items are eligible for deferment. 
	 
	Remember: Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. 
	 
	Note: 
	Completion of this process is limited to Sponsor associates assigned the Payment Initiation role. 
	 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 


	 
	 
	 
	  
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 


	 
	 
	 
	3) On the Home tab, select the specific type of invoice from the drop down list located in the Invoice Type field. 
	3) On the Home tab, select the specific type of invoice from the drop down list located in the Invoice Type field. 
	3) On the Home tab, select the specific type of invoice from the drop down list located in the Invoice Type field. 


	 
	 
	 
	4) Populate the Select radio button for the reporting period then select the Payments tab to view the invoice line items for the specific reporting period. 
	4) Populate the Select radio button for the reporting period then select the Payments tab to view the invoice line items for the specific reporting period. 
	4) Populate the Select radio button for the reporting period then select the Payments tab to view the invoice line items for the specific reporting period. 


	 
	 
	 
	5) On the Payments tab, review the Payment Information region’s Total Available field to note the total dollar amount of available invoices. 
	5) On the Payments tab, review the Payment Information region’s Total Available field to note the total dollar amount of available invoices. 
	5) On the Payments tab, review the Payment Information region’s Total Available field to note the total dollar amount of available invoices. 


	 
	 
	 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is available when the Payment Information region’s Total Available field displays an amount less than $20.00 USD. 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is available when the Payment Information region’s Total Available field displays an amount less than $20.00 USD. 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is available when the Payment Information region’s Total Available field displays an amount less than $20.00 USD. 


	 
	This example displays active Defer check boxes for invoice line items that fall below the CGDP Portal allowable amount of $20.00 USD and fall below this Sponsor’s bank ACH minimum threshold amount. 
	 
	Remember: Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. If the Sponsor’s banking institution can process the amount displayed for an invoice item, the Sponsor should not utilize the Defer process for that line item. 
	 
	 
	7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Payment Initiation region. 
	7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Payment Initiation region. 
	7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Payment Initiation region. 


	 
	Note: Selecting Defer is only applicable when the Defer check box is available and if the Sponsor’s bank ACH process prevents processing total amounts selected for payment initiation that fall below their bank’s specified minimum ACH processing amount. 
	 
	Invoice line items will no longer be available for deferment if the invoice line item(s) remains unprocessed for payment for 16 reporting periods. Invoice line item(s) in this status will require payment processing between the two entities. 
	 
	 
	  
	8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 
	8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 
	8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 


	 
	 
	 
	9) This message will appear after selecting the Submit button. 
	9) This message will appear after selecting the Submit button. 
	9) This message will appear after selecting the Submit button. 


	 
	Note: Selecting the OK button to defer the invoice line item to the subsequent period creates an irreversible event. 
	 
	If it is determined that the selected line is not the correct deferrable invoice to process, utilize the Cancel button to exit the message screen and update the invoice line item. 
	 
	 
	10) Select OK to defer the selected invoice line item. 
	10) Select OK to defer the selected invoice line item. 
	10) Select OK to defer the selected invoice line item. 


	 
	  
	11) Once the defer process is complete, review the Payment Information region’s Total Current Deferred field for updated amounts. 
	11) Once the defer process is complete, review the Payment Information region’s Total Current Deferred field for updated amounts. 
	11) Once the defer process is complete, review the Payment Information region’s Total Current Deferred field for updated amounts. 


	 
	 
	 
	12) To verify the deferred invoice line items, select the Completed tab, and review the data listed in the Completed Transactions region. 
	12) To verify the deferred invoice line items, select the Completed tab, and review the data listed in the Completed Transactions region. 
	12) To verify the deferred invoice line items, select the Completed tab, and review the data listed in the Completed Transactions region. 


	 
	This example displays the selected invoice line items as Deferred in the Status field. The Payment Date field displays the defer date of the invoice line items. 
	 
	 
	 
	You have now completed processing deferred invoice line items. 
	 
	Non-Eligible Deferment – Total Available Greater Than $20.00 USD 
	 
	This instruction provides direction on when the deferment process is not applicable. 
	 
	Instruction Scenario: 
	Invoices distributed for a reporting period display a Total Available amount greater than the Portal’s system-default allowable amount, currently set at $20.00 USD. The Defer checkbox does not display for any distributed invoice line item if the Total Available amount is greater than the Portal’s $20.00 USD default amount. 
	 
	In this scenario, the Total Available amount of all invoices is greater than the Portal’s default amount so all invoice line items are eligible for payment processing and not deferment. 
	 
	Remember: Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. 
	 
	Note: 
	Completion of this process is limited to Sponsor associates assigned the Payment Initiation role. 
	 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 


	 
	 
	 
	  
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 


	 
	 
	 
	3) On the Home tab, select the specific type of invoice from the drop down list located in the Invoice Type field. 
	3) On the Home tab, select the specific type of invoice from the drop down list located in the Invoice Type field. 
	3) On the Home tab, select the specific type of invoice from the drop down list located in the Invoice Type field. 


	 
	 
	 
	4) Populate the Select radio button for the reporting period then select the Payments tab to view the invoice line items for the specific reporting period. 
	4) Populate the Select radio button for the reporting period then select the Payments tab to view the invoice line items for the specific reporting period. 
	4) Populate the Select radio button for the reporting period then select the Payments tab to view the invoice line items for the specific reporting period. 


	 
	 
	 
	5) On the Payments tab, review the Payment Information region’s Total Available field to note the total dollar amount of available invoices. 
	5) On the Payments tab, review the Payment Information region’s Total Available field to note the total dollar amount of available invoices. 
	5) On the Payments tab, review the Payment Information region’s Total Available field to note the total dollar amount of available invoices. 


	 
	 
	 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is not available when the Payment Information region’s Total Available field displays an amount greater than $20.00 USD, even when invoice line item amounts are less than the Portal’s system-default allowable amount. 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is not available when the Payment Information region’s Total Available field displays an amount greater than $20.00 USD, even when invoice line item amounts are less than the Portal’s system-default allowable amount. 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is not available when the Payment Information region’s Total Available field displays an amount greater than $20.00 USD, even when invoice line item amounts are less than the Portal’s system-default allowable amount. 


	 
	Note: The payment initiation process used by the CGDP Portal initiates a lump sum debit from Sponsor bank accounts for the total amount of payments initiated, not individual line item debits. 
	 
	7) Populate the Initiate Payment check boxes with a check mark to select all invoice line item(s) for payment initiation and select the Submit button, located at the bottom right of the Payments Initiation region. 
	7) Populate the Initiate Payment check boxes with a check mark to select all invoice line item(s) for payment initiation and select the Submit button, located at the bottom right of the Payments Initiation region. 
	7) Populate the Initiate Payment check boxes with a check mark to select all invoice line item(s) for payment initiation and select the Submit button, located at the bottom right of the Payments Initiation region. 


	 
	Note: Selecting Defer is only applicable when the Defer check box is available and if the Sponsor’s bank ACH process prevents processing total amounts selected for payment initiation that fall below their bank’s specified minimum ACH processing amount. 
	 
	8) To process payment initiation, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 
	8) To process payment initiation, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 
	8) To process payment initiation, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 


	 
	 
	 
	  
	9) Once the process is complete, review the Payment Information region’s Total Pending and Total Available fields for updated amounts. 
	9) Once the process is complete, review the Payment Information region’s Total Pending and Total Available fields for updated amounts. 
	9) Once the process is complete, review the Payment Information region’s Total Pending and Total Available fields for updated amounts. 


	 
	 
	 
	You have now completed working with invoice line items totaling greater than the Portal’s system-default allowable amounts. 
	 
	  
	Prior Reporting Period Deferment – N/A Payable Invoices Distributed for Reporting Period 
	 
	This instruction provides direction on how to process previously deferred items when the current reporting period has no payable invoice activity available. 
	 
	Instruction Scenario: 
	Invoices deferred from a prior reporting period require additional processing. The current reporting period contains only distributed invoices for receipt from Manufacturers. No payable invoices are available. 
	 
	In this scenario, the prior period deferred items require processing in the current period, however, the current period does not have any payable invoices. The Total Available amount of all invoices is less than this Sponsor’s bank ACH minimum threshold of $5.00 USD, so all invoice line items are eligible for deferment 
	 
	Remember: Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. 
	 
	Note:  
	Completion of this process is limited to Sponsor associates assigned the Payment Initiation role. 
	 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 


	 
	 
	 
	  
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 


	 
	 
	 
	3) On the Home tab, select the specific type of invoice from the drop down list located in the Invoice Type field. 
	3) On the Home tab, select the specific type of invoice from the drop down list located in the Invoice Type field. 
	3) On the Home tab, select the specific type of invoice from the drop down list located in the Invoice Type field. 


	 
	 
	 
	4) Populate the Select radio button for the reporting period then select the Payments tab to view the invoice line items for the specific reporting period. 
	4) Populate the Select radio button for the reporting period then select the Payments tab to view the invoice line items for the specific reporting period. 
	4) Populate the Select radio button for the reporting period then select the Payments tab to view the invoice line items for the specific reporting period. 


	 
	 
	 
	5) On the Payments tab, review the Payment Information region. Note that the Total Invoiced field contains zeros, due to the Sponsor not receiving payable invoices for the reporting period. However, the Total Previously Deferred and Total Available fields display the total dollar amount of invoices deferred from the prior period. 
	5) On the Payments tab, review the Payment Information region. Note that the Total Invoiced field contains zeros, due to the Sponsor not receiving payable invoices for the reporting period. However, the Total Previously Deferred and Total Available fields display the total dollar amount of invoices deferred from the prior period. 
	5) On the Payments tab, review the Payment Information region. Note that the Total Invoiced field contains zeros, due to the Sponsor not receiving payable invoices for the reporting period. However, the Total Previously Deferred and Total Available fields display the total dollar amount of invoices deferred from the prior period. 


	 
	 
	 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is available when the Payment Information region’s Total Available field displays an amount less than $20.00 USD. 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is available when the Payment Information region’s Total Available field displays an amount less than $20.00 USD. 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is available when the Payment Information region’s Total Available field displays an amount less than $20.00 USD. 


	 
	This example displays active Defer check boxes for Previous Deferred Amount invoice line items that fall below the CGDP Portal allowable amount of $20.00 USD and fall below this Sponsor’s bank ACH minimum threshold amount. Note that there are no Invoiced Amounts available in this scenario. 
	 
	Remember: Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. If the Sponsor’s banking institution can process the amount displayed for an invoice item, the Sponsor should not utilize the Defer process for that line item. 
	 
	 
	7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Payment Initiation region. 
	7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Payment Initiation region. 
	7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Payment Initiation region. 


	 
	Note: Selecting Defer is only applicable when the Defer check box is available and if the Sponsor’s bank ACH process prevents processing total amounts selected for payment initiation that fall below their bank’s specified minimum ACH processing amount. 
	 
	Invoice line items will no longer be available for deferment if the invoice line item(s) remains unprocessed for payment for 16 reporting periods. Invoice line item(s) in this status will require payment processing between the two entities. 
	 
	8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 
	8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 
	8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 


	 
	 
	 
	9) This message will appear after selecting the Submit button. 
	9) This message will appear after selecting the Submit button. 
	9) This message will appear after selecting the Submit button. 


	 
	Note: Selecting the OK button to defer the invoice line item to the subsequent period creates an irreversible event. 
	 
	If it is determined that the selected line is not the correct deferrable invoice to process, utilize the Cancel button to exit the message screen and update the invoice line item. 
	 
	 
	10) Select OK to defer the selected invoice line item. 
	10) Select OK to defer the selected invoice line item. 
	10) Select OK to defer the selected invoice line item. 


	 
	  
	11) Once the defer process is complete, review the Payment Information region’s Total Previously Deferred and Total Available fields for updated amounts. 
	11) Once the defer process is complete, review the Payment Information region’s Total Previously Deferred and Total Available fields for updated amounts. 
	11) Once the defer process is complete, review the Payment Information region’s Total Previously Deferred and Total Available fields for updated amounts. 


	 
	 
	 
	12) To verify the deferred invoice line items, return to the Home tab and select the prior quarter. 
	12) To verify the deferred invoice line items, return to the Home tab and select the prior quarter. 
	12) To verify the deferred invoice line items, return to the Home tab and select the prior quarter. 


	 
	 
	 
	13) Select the Completed tab, and review the data listed in the Completed Transactions region. 
	13) Select the Completed tab, and review the data listed in the Completed Transactions region. 
	13) Select the Completed tab, and review the data listed in the Completed Transactions region. 


	 
	This example displays the selected invoice line items as Deferred in the Status field.  
	Note: The Payment Date field displays the most recent deferred date. 
	 
	 
	 
	You have now completed processing a previously deferred invoice line item in the following reporting period that received no payable invoice line items. 
	 
	  
	Prior Reporting Period Deferment – No Invoices Distributed for Current Reporting Period 
	 
	This instruction provides direction on how to process previously deferred items when the current reporting period has no invoice activity available. 
	 
	Instruction Scenario: 
	Invoices deferred from a prior reporting period require additional processing. The current reporting period did not receive distributed invoices available for payment or receipt. The Portal updates the prior reporting period status to Incomplete as well as updating the reporting period line item with a red font. Users are required to review any reporting periods with statuses other than Successful and perform processing as necessary to remain in program compliance. 
	 
	In this scenario, the prior period deferred items require processing, even though the current period has no invoices distributed for payment or receipt. The Total Available amount of all invoices is less than this Sponsor’s bank ACH minimum threshold of $5.00 USD, so all invoice line items are eligible for deferment. 
	 
	Remember: Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. 
	 
	Note:  
	Completion of this process is limited to manufacturer associates assigned the Payment Initiation role. 
	 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 
	1) Authorized users of the Portal will enter the Parent Organization ID in the User ID field and the corresponding password into the Password field on the Login form. 


	 
	 
	 
	  
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 
	2) After entering the User ID and Password successfully, a random security question appears from the three security questions selected during initial security data setup. Enter the correct answer and select the Validate button. 


	 
	 
	 
	3) On the Home tab, review the following sections: 
	3) On the Home tab, review the following sections: 
	3) On the Home tab, review the following sections: 

	 System message above the Filter region displays “One or More Reporting Periods Have Outstanding Payments.” 
	 System message above the Filter region displays “One or More Reporting Periods Have Outstanding Payments.” 

	 Updated status of prior reporting periods in the Filter Results region, the example displays the updated status of Incomplete 
	 Updated status of prior reporting periods in the Filter Results region, the example displays the updated status of Incomplete 

	 No Invoice Reporting region displays the current reporting period 
	 No Invoice Reporting region displays the current reporting period 


	 
	 
	 
	4) Populate the Select radio button for the reporting period with the updated status of Incomplete, displayed in red font, and then select the Payments tab to view the invoice line items for the specific reporting period. 
	4) Populate the Select radio button for the reporting period with the updated status of Incomplete, displayed in red font, and then select the Payments tab to view the invoice line items for the specific reporting period. 
	4) Populate the Select radio button for the reporting period with the updated status of Incomplete, displayed in red font, and then select the Payments tab to view the invoice line items for the specific reporting period. 


	 
	 
	 
	5) On the Payments tab, review the Payment Information region’s Total Available field to note the total dollar amount of available invoices. 
	5) On the Payments tab, review the Payment Information region’s Total Available field to note the total dollar amount of available invoices. 
	5) On the Payments tab, review the Payment Information region’s Total Available field to note the total dollar amount of available invoices. 


	 
	 
	 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is available when the Payment Information region’s Total Available field displays an amount less than $20.00 USD. 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is available when the Payment Information region’s Total Available field displays an amount less than $20.00 USD. 
	6) Review the invoice line items in the Payment Initiation region and notice that the Defer check box is available when the Payment Information region’s Total Available field displays an amount less than $20.00 USD. 


	 
	This example displays active Defer check boxes for invoice line items that fall below the CGDP Portal allowable amount of $20.00 USD and fall below this Sponsor’s bank ACH minimum threshold amount. 
	 
	Remember: Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. If the Sponsor’s banking institution can process the amount displayed for an invoice item, the Sponsor should not utilize the Defer process for that line item. 
	 
	 
	7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Payment Initiation region. 
	7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Payment Initiation region. 
	7) Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Payment Initiation region. 


	 
	Note: Selecting Defer is only applicable when the Defer check box is available and if the Sponsor’s bank ACH process prevents processing total amounts selected for payment initiation that fall below their bank’s specified minimum ACH processing amount. 
	 
	Invoice line items will no longer be available for deferment if the invoice line item(s) remains unprocessed for payment for 16 reporting periods. Invoice line item(s) in this status will require payment processing between the two entities. 
	 
	8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 
	8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 
	8) To process the submission of the deferred payment, enter the Payment Initiation role four-digit PIN in the PIN Validation form and select the Validate button. 


	 
	 
	 
	9) This message will appear after selecting the Submit button. 
	9) This message will appear after selecting the Submit button. 
	9) This message will appear after selecting the Submit button. 


	 
	Note: Selecting the OK button to defer the invoice line item to the subsequent period creates an irreversible event. 
	 
	If it is determined that the selected line is not the correct deferrable invoice to process, utilize the Cancel button to exit the message screen and update the invoice line item. 
	 
	10) Select OK to defer the selected invoice line item. 
	10) Select OK to defer the selected invoice line item. 
	10) Select OK to defer the selected invoice line item. 


	 
	  
	11) Once the defer process is complete, review the Payment Information region Total Current Deferred field for updated amounts. 
	11) Once the defer process is complete, review the Payment Information region Total Current Deferred field for updated amounts. 
	11) Once the defer process is complete, review the Payment Information region Total Current Deferred field for updated amounts. 


	 
	 
	 
	12) Select the Completed tab, and review the data listed in the Completed Transactions region. 
	12) Select the Completed tab, and review the data listed in the Completed Transactions region. 
	12) Select the Completed tab, and review the data listed in the Completed Transactions region. 


	 
	This example displays the selected invoice line items as Deferred in the Status field. 
	Note: The Payment Date field displays the most recent deferred date. 
	 
	 
	 
	  
	13) To verify the status of the reporting period, return to the Home tab to view the Status field. 
	13) To verify the status of the reporting period, return to the Home tab to view the Status field. 
	13) To verify the status of the reporting period, return to the Home tab to view the Status field. 


	 
	 
	 
	You have now completed processing a previously deferred invoice line item when the current reporting period received no invoice line items. 
	 
	 



