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INTRODUCTION

Purpose of the Open Payments User Guide

This Open Payments User Guide includes definitions, descriptions, screenshots, tools, and tips designed
to help physicians, non-physician practitioners (NPPs), and teaching hospitals better understand how to

comply with Open Payments (the Sunshine Act).

As the Open Payments system develops, the User Guide will be updated accordingly. The User Guide
consists of the following chapters:

e Introduction to Open Payments
e Introduction to Reporting and Data Collection
e Physician, NPPs, and Teaching Hospital Registration

e Review and Dispute

e Additional Information and Resources
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Chapter 1: Introduction to Open Payments (the Sunshine Act)

This introduction chapter provides general information about the program, an overview of the Open
Payments system, and an explanation of how to determine if an entity is required by Open Payments to
report certain payments or other transfers of value to physicians, non-physician practitioners (NPP) and

teaching hospitals, or certain physician ownership or investment interests.

Section 1.1: Program Overview

1.1a: What is the Affordable Care Act Section 6002?

Section 6002 of the Affordable Care Act [P.L. 110-148] amends Title XI of the Social Security Act to add
Section 1128G, which mandates the creation of a program for (1) reporting payments and other
transfers of value made to covered recipients, physician owners or investors, manufacturers of drugs,

devices, biologicals, or medical supplies for which payment is available under Medicare, Medicaid, or the
Children's Health Insurance Program (CHIP); and (2) reporting ownership or investment interests held by
physicians or their immediate family members in applicable manufacturers and applicable group

purchasing organizations (GPOs), as well as reporting payments or other transfers of value made by

these applicable manufacturers and applicable GPOs to these physicians.

As of January 2022, the Open Payments System is updated per section 403.902 of the Affordable Care
Act to include the NPPs as covered recipients in the Open Payments System. Per the final rule, the
updated definition of covered recipient means— (1) Any physician, physician assistant, nurse
practitioner, clinical nurse specialist, certified registered nurse anesthetist, or certified nurse-midwife
who is not a bona fide employee of the applicable manufacturer that is reporting the payment; or (2) A
teaching hospital, which is any institution that received a payment under 1886(d)(5)(B), 1886(h), or
1886(s) of the Act during the last calendar year for which such information is available.

This program establishes a system for annually reporting this data to the Centers for Medicare &
Medicaid Services (CMS).

1.1b: What is the Purpose of Open Payments (the Sunshine Act)?

Open Payments is a national disclosure program that promotes transparency by publishing data on the
financial relationships between the healthcare industry (applicable manufacturers and applicable GPOs;
together referred to as reporting entities) and healthcare providers (physicians, NPPs, and teaching
hospitals) on a publicly accessible website. This publicly available website is designed to increase access
to, and knowledge about, these relationships and provide the public with information to enable them to
make informed decisions. The public can search, download, and evaluate the reported data.

Disclosure of the financial relationships between industry and healthcare providers is not intended to
signify an inappropriate relationship, and Open Payments does nothing to prohibit such transactions.
Collaborations among the medical product industry, physicians, NPPs, and teaching hospitals contribute
to the design and delivery of life-saving drugs, devices, biologicals, and medical supplies. However, these
relationships may also influence research, education, and clinical decision-making in ways that
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compromise clinical integrity and patient care and may potentially lead to increased healthcare costs.
While disclosure alone is not sufficient to differentiate between the beneficial financial relationships and
those that may create conflicts of interest, transparency will shed light on the nature and extent of the
relationships that exist and discourage the development of inappropriate relationships.

1.1c: Who Participates in Open Payments (the Sunshine Act)?

Open Payments requires participation from certain manufacturers of drugs, devices, biologicals, or
medical supplies covered under Title XVIII of the Social Security Act (Medicare), or a State plan under
Title XIX (Medicaid) of XXI of the Social Security Act (CHIP) and certain GPOs.

Applicable manufacturers of covered products, and entities under common ownership with applicable

manufacturers who also provide assistance and support, are required to annually report to CMS:

e Payments or other transfers of value, including general and research, made to physicians, NPPs,
and teaching hospitals.

e Certain ownership or investment interests held by physicians or their immediate family
members.

e Applicable GPOs are required to annually report to CMS:

o Payments or other transfers of value, including general and research, made to physician
owners or investors.

o Certain ownership or investment interests held by physicians or their immediate family
members.

While not required to participate, Open Payments encourages physicians, NPPs, and teaching hospitals
to participate by tracking their financial relationships with applicable manufacturers and applicable
GPOs and reviewing data reported about them in the Open Payments system to ensure the accuracy of
the information.

Open Payments also encourages the public and healthcare consumers to access, review, and use the
data to make informed healthcare decisions.

1.1d: Key Dates for Open Payments Program Years
For each program year, the following dates are of key importance:

Applicable manufacturers and applicable GPOs are required to collect data documenting their financial
relationships with certain physicians, NPPs, and teaching hospitals for the period of January 1 to
December 31 of each year.

Data submission for a program year begins in February of the following year and runs through the end
of March. For example, data submission for Program Year 2016 took place in February and March of
2017.
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The review and dispute period occurs after the submission period ends and extends for at least 45 days.
During this period, physicians, NPPs, and teaching hospitals review and, if necessary, dispute data
submitted by reporting entities. Applicable manufacturers and applicable GPOs can then correct the
data to resolve any disputes for an additional fifteen-day correction period. Review, dispute, and
correction activities can occur until the end of the calendar year that the record was submitted, though
the initial publication of the program year data will reflect the state of the record as of the end of the
correction period. Disputes initiated after the review and dispute period, or corrections made after the
end of the correction period will be reflected in later publications. For details refer to the “Methodology
and Data Dictionary Document” available on the Resources page of the Open Payments website, at
https://www.cms.gov/OpenPayments/Resources.

Data publication occurs twice per year, with a June publication and an early year publication.
e June Publication - Initial Publication

o The first publication of the eligible records submitted and attested on or before the
submission closing date of the latest program year.

o The republication of eligible records from prior program years, including updates to
previously published records made since the previous publication.

o The data published is the latest attested version of the payment records at the end of the
correction period of the latest program year.

e Early Year Publication - Refresh Publication
o Publishes updates to the data made since the Initial Publication.

o The second publication of eligible records submitted and attested on or before the
submission closing date of the latest program year.

o Contains updates made to records after the correction period of the latest program year
and before the end of the calendar year (or before the modified-without-dispute cutoff date
in November for records not under dispute).

o The data published is the latest attested version of the data at the end of the calendar year.

For example, the June 30, 2022 data publication included the initial publication of Program Year 2021
data and republication of prior program years. The early 2023 data publication included the refresh
publication of Program Year 2022 data and republication of prior program years.

Registration for the Open Payments system, and the ability to dispute data, is available year-round.
Information on these activities and time periods is provided throughout this document.

The table below lists key program dates for a program year, which is the year the reported payments or
other transfers of value were made.


https://www.cms.gov/openpayments/About/Resources.html
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Figure 1: Key Dates for the Open Payments Program Year

Program Activities

Program Timeline

Industry collects data

January 1-December 31 of program year

Industry submits and attests to data in the Open
Payments system

February-March of the calendar year after the
program year

Physicians, NPPs, and teaching hospitals review
the reported data and dispute any data they
believe is inaccurate; industry makes corrections
to the data (reflected in the initial publication)

Review, Dispute, and Correction period:

April-May

Initial program year initial data publication

Prior program year data refresh publication

On or by June 30

Physicians, NPPs, and teaching hospitals continue
to review and dispute data; industry continues to
make corrections to the data (reflected in the
data refresh publication)

June — December 31

Open Payments data refresh

Early in the following year

Section 1.2: Determining if an Entity is an Applicable Manufacturer or Applicable

GPO

Open Payments requires certain entities that make payments or other transfers of value to physicians,

NPPs, or teaching hospitals to report relevant data regarding the payment or other transfers of value to

CMS.

To determine if a particular entity is required to report, follow these steps:

Step 1:

Determine if the entity operates in the United States (including any territory,

possession, or commonwealth of the United States). See the reference guide in Figure 2.

Step 2:

Determine if the entity engages in activities of Type 1 or Type 2 applicable

manufacturer. See the reference guide in Figure 2.

Step 3:

Determine if the entity’s products are covered drugs, devices, biologicals, or medical

supplies, or covered products. See the reference guide in Figure 2.

Step 4.

If the entity possesses the characteristics illustrated in Figure 2, the entity is

determined to be an applicable manufacturer in Open Payments.

If the entity does not meet these characteristics, the entity is not determined to be an

applicable manufacturer. Note that the entity still may be an applicable GPO in Open

Payments.
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Proceed to Step 5 to determine if the entity is an applicable GPO.

Steg 5: Determine if the entity operates in the United States (includes any territory, possession,

or commonwealth of the United States). See the reference guide in Figure 3.

Steg 6: Determine if the entity engages in activities of an applicable GPO. See the reference
guide in Figure 3.

Steg 7: Determine if the entity’s products are covered drugs, devices, biologicals, or medical

supplies, or covered products. See the reference guide in Figure 3.

Steg 8:10BJiif the entity possesses the characteristics illustrated in Figure 3, the entity is determined
to be an applicable GPO in Open Payments.

If the entity does not possess the characteristics as illustrated in Figure 3, the entity is
not determined to be an applicable GPO in Open Payments.

Figure 2 provides a reference guide for determining if a drug, device, biological, or medical supply
manufacturer is an applicable manufacturer in accordance with Open Payments. Figure 2 also outlines
the characteristics of two types of applicable manufacturers.

Figure 2: Determining if an Entity Is an Applicable Manufacturer

Characteristic Type 1 Manufacturer IF Type 2 Manufacturer IF

e Entity’s physical location is within e Same as Type 1 Manufacturer.
the United States and/or it
conducts activities within the

Operate in US? United States. This includes any

territory, possession, or

commonwealth of the United

States.

e Engages in the production, e Exists under common ownership
preparation, propagation, with a Type 1 applicable
compounding, or conversion of a manufacturer AND

covered drug, device, biological,

- e Provides assistance or support to
or medical supply.

such an entity with respect to the

Activities e This includes distributors or production, preparation,
wholesalers that hold title to a propagation, compounding,
covered drug, device, biological, conversion, marketing, promotion,
or medical supply. sale, or distribution of a covered

drug, device, biological, or medical
supply.




Open Payments User Guide for Covered Recipients - January 2024

Characteristic Type 1 Manufacturer IF Type 2 Manufacturer IF

e Reimbursed by Medicare, e Same as Type 1 Manufacturer.
Medicaid, or Children’s Health
Insurance Program AND

e If the product is a drug or
biological, and it requires a

Covered prescription (or doctor’s

Products authorization) to administer OR

e |f the product is a device or
medical supply, and it requires
premarket approval or premarket
notification by the Food and Drug
Administration (FDA).

Figure 3 provides a reference guide for determining if a drug, device, biological, or medical supply
purchasing entity is an applicable GPO in accordance with Open Payments. Figure 3 also outlines the
characteristics of applicable GPOs.

Figure 3: Determining if an Entity Is an Applicable GPO

Characteristic Group Purchasing Organization IF

Operate in US? e Entity’s physical location is within the United States and/or it conducts
activities within the United States. This includes any territory,
possession, or commonwealth of the United States.

Activities e Purchases, arranges for, or negotiates the purchase of a covered drug,
device, biological, or medical supply for a group of individuals or entities,
but not solely for use by the entity itself.

Covered products e Reimbursed by Medicare, Medicaid, or Children’s Health Insurance
Program AND

e |f the product is a drug or biological, it requires a prescription (or
doctor’s authorization) to administer OR

o [f the product is a device or medical supply, it requires pre-market
approval or pre-market notification by the FDA.

Section 1.3: Who Are Entities Reporting On

Applicable manufacturers and applicable GPOs are required to report payments or other transfers of
value to covered recipients, and physician owners/investors. Covered recipients in Open Payments
include any physician, physician assistant, nurse practitioner, clinical nurse specialist, certified registered
nurse anesthetist, or certified nurse-midwife who is not a bona fide employee of the applicable
manufacturer that is reporting the payment, and teaching hospitals.
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For the purposes of Open Payments, physicians are defined as legally authorized to practice by their
state as follows:

e Doctors of medicine or osteopathy practicing medicine or surgery
e Doctors of dental medicine or dental surgery practicing dentistry
e Doctors of podiatric medicine

Doctors of optometry

Chiropractors

For the purposes of Open Payments, NPPs are defined as legally authorized to practice by their state as
follows:

e Physician Assistant
e Nurse Practitioner

Clinical Nurse Specialist

Certified Registered Nurse Anesthetist
Certified Nurse-Midwife
e Anesthesiologist Assistant

A teaching hospital is any institution that received a payment for Medicare direct graduate medical
education (GME), inpatient prospective payment system (IPPS) indirect medical education (IME), or
psychiatric hospital IME programs under 1886(d) (5) (B), 1886(h), or 1886(s) of the Social Security Act
during the last calendar year for which such information is available.

Additionally, applicable manufacturers and applicable GPOs are required to report ownership or
investment interests in the entity held by a physician (referred to as a physician owner or investor) or
the physician’s immediate family members, and report payments or other transfers of value to these
physicians holding ownership or investment interests. A physician’s immediate family member is the
physician’s (1) spouse; (2) natural or adoptive parent, child, or sibling; (3) stepparent, step-child, step-
brother, or step-sister; (4) father, mother, daughter, son, brother, or sister-in-law; (5) grandparent or
grandchild; or the (6) spouse of a grandparent or grandchild.

Section 1.4: Open Payments System Overview

The Open Payments system is the tool developed to support Open Payments. Users will interact with
the system to perform several functions based on their role.

Applicable manufacturers, applicable GPOs, physicians, NPPs, and teaching hospitals who participate in
the Open Payments program must register in the Open Payments system. Figure 4 provides a high-level
process flow.
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Figure 4: High-Level Process Flow for Open Payments

Data
Collection

IDM
Registration

Open Payments
System
Registration

Data
Submission

Review and
Dispute

Publication

Applicable manufacturers and applicable GPOs collect data
about their financial relationships with physicians, non-
physician practitioners, and teaching hospitals.

Applicable manufacturers, applicable GPOs, physicians, non-
physician practitioners, teaching hospitals register in CMS’s
Enterprise Portal and request access to the Open Payments
System

Applicable manufacturers, applicable GPOs, physicians, non-
physician practitioners, teaching hospitals register in the Open
Payments System.

Applicable manufacturers and applicable GPOs submit detailed
data and legally attest to the accuracy of the data.

Physicians, non-physician practitioners, and teaching hospitals
review and dispute (if necessary) data in the Open Payments
System. Applicable manufacturers and applicable GPOs correct
data and resolve disputes as appropriate.

CMS posts the data on the public website.

below:

1.4a: Open Payments Browser Requirements
The Open Payments system is a web-based application and can be run on one of the listed browsers

Google Chrome (Version 89 or higher),

Microsoft Edge (Version 89 or higher),
Safari (Version 13.1.2), and
Mozilla Firefox (Version 83 or higher) browsers.

10
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1.4b: Functionalities within the Open Payments System

Users will perform functions within the Open Payments system based on what is required of them by
the program and their specific user roles. Most of the functions required by Open Payments will require
interaction with the Open Payments system.

Key functions of Open Payments system users include the following:

e For applicable manufacturers/applicable GPOs: Create a profile in the system, submit data into
the system, verify the data, and attest to the accuracy of the data.

e For physicians/NPPs/teaching hospitals: Create a profile, review the data supplied by applicable
manufacturers and/or applicable GPOs, and dispute or affirm the data.

This User Guide will cover functions of the system in detail in each chapter.

When working in the Open Payments system, it is important to remember to never use the navigation
buttons on your browser toolbar. Only use the navigation buttons (i.e., “Back”, “Cancel” or “Continue”
buttons) within the Open Payments system itself.

1.4c: Setting Email Filters to Accept Open Payments Emails

The Open Payments system will transmit emails to communicate with users. Take precautions to ensure
that these emails are not directed into your junk mail or spam folders. Open Payments notification
emails will come from the address_ openpaymentsnnotifications@cms.hhs.gov.

1.4d: Accessibility Guidance

This section provides some basic guidance for keyboard and JAWS screen reader users. While not all
screen reader users use JAWS and not all JAWS users have the same version, this guidance should be
applicable to other screen readers and most versions of JAWS.

1.4d (1): "Skip to Main Content" Link

The "Skip to main content" link provides a shortcut to the main content of the page. Using the link
allows a keyboard user to reach the core information on the page without having to tab through the
global portal banner.

Screen reader users can use the link to jump their screen reader to the start of the portal content and
skip the global banner area on each page. Activating the "Skip to main content" link brings the user to
the beginning of the Open Payments content area on the page.

1.4d (2): Useful JAWS Keystrokes

The keystrokes given in Figure 5 find the next occurrence of a particular element on a page. Using the
Shift key at the same time will find the previous occurrence. These shortcuts allow a screen reader user
to quickly jump their screen reader between the form fields on each page or explore the overall
structure of the page by jumping between the different headings on the page that denote the start of
different content areas on the page.
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Figure 5: Useful JAWS Keystrokes

Key | What it finds Why this is useful

F Form field The F key allows users to move from form field to form field.
Many pages on the Open Payments website are made of
forms. The F key allows JAWS users to determine what fields
are on the Open Payments form pages quickly.

H Heading The H key allows users to move from heading to heading.
Headings define the structure of many pages. Moving between
sections of an Open Payments page allows for a quick guide to
page structure and a way to access sections easily.

Section 1.5: Additional Information and Resources

CMS supports Open Payments system users through several different methods. These include webinars,
Frequently Asked Questions (FAQs), step-by-step quick reference guides (QRGs), and technical support
provided by the Open Payments Help Desk.

1.5a: Open Payments Website
The Open Payments website at_https://www.cms.gov/openpayments is your primary resource for

information about Open Payments. This website contains numerous resources aimed at preparing and
informing users about Open Payments regulations as well as the system. Check this website often for
updated tools, resources, and important announcements on Open Payments.

1.5b: Open Payments Resources

CMS has developed many resources to help applicable manufacturers, applicable GPOs, physicians,
NPPs, and teaching hospitals understand and participate in the Open Payments program. These
resources cover topics such as registration, data collection and submission, the review and dispute
process, and data publication. They can be found on the Resources page of the Open Payments website,
at https://www.cms.gov/OpenPayments/Resources.

Covered recipients can also access the Open Payments User Guide for Covered Recipients, the Open
Payments FAQ's and other useful resources within the Open Payments system on the “Resources” tab.
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Figure 6: Open Payments Resources Page

Open Payments (Sunshine Act)

Applicable Manufacturer or Group Purchasing Organization Switch User Type

G} @ ®

Home Submissions Review and Dispute Manage Entities My Profile Resources

Open Payments Resources

Links to the Open Payments resources are available below

For help obtaining a PDF viewer, go to the CIMS.gov Help page.

Resources
= Open Payments User Guide for Reporting Entiti

« Open Paymenis User Guide for Covered Recipients [PDF]

Open Paymenis FAQ's [PDF]

CMS Resources Website

Error and Warning Code Key [XLSX]

List of Drug Names and National Drug Codes (NDC}

List of Medical Device or Medical Supply Names and Primary Device Identifier

Reporting Templates

Report templates are available through the links below. Download the template(s) for the program year(s) and payment category/categories for the records to be
submitted. The system will reject files prepared with an incorrect payment category or program year template

.

Research

« PY 2018 - 2020 CSV Template File: Research Payments [CSV]

o PY 2021 - 2022 CSV Template File: Research Payments [CSV]

« PY 2023 and Onwards CSV Template File: Research Payments [CSV]
General

« PY 2018 - 2020 CSV Template File: General Payments [CSV]

o PY 2021 - 2022 CSV Template File: General Payments [CSV]

= PY 2023 and Onwards CSV Template File: General Payments [CSV]
Ownership

= PY 2018 and Onwards CSV Template File: Physician Owner/Investor [CSV]

1.5c: Open Payments Help Desk

The Open Payments Help Desk serves as the single point of contact for all Open Payments-related
inquiries. The Help Desk offers guidance on Open Payments, actions users can take in the system, and
technical support. You can submit inquiries to openpayments@cms.hhs.gov or call 1-855-326-8366. For
the TTY line, call 1-844-649-2766. The Help Desk’s hours of operation are posted on the Open Payments
website.

1.5d: Open Payments Mailing List

By registering for the Open Payments mailing list, you will be signed up to receive periodic email
notifications regarding program, system, and resource updates. This is a good way to keep informed on
any updates, changes, or important messages from CMS. To sign up for the Open Payments mailing list,
visit the Open Payments website at https://www.cms.gov/openpayments and enter your email address

at the bottom of the home page.
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Figure 7: Receive Email Updates

Get email updates

receive updates.

Sign up to get the latest information about your choice of CMS topics. You can decide how often to

Email

you@example.com

Entering your email address will take you to a page where you can select which mailing list you want to

subscribe to.

Figure 8: CMS New Subscriber Screen

cms.gov  www.medicaidgov  www.medicare.gov

New Subscriber

Primary Email Address

You must enter a primary email address. You will use this to access and update your
subscriptions or modify your subscriber preferences.
Email Address Subscriber@yopmail.com

Confirm Email *
Address

Email Delivery Preference

If you would like to change how subscription updates are delivered to you, select an option
below

® Send updates immediately by email
Send updates daily by email
O Send updates weekly by email
Certain high priority updates may be sent regardless of your delivery preferences

Optional Password
Enter an optional password to add password protection to your subscriber preferences

Password
Confirm Password
Submit Cancel

Your contact information is used to deliver requested updates or to access your subscriber preferences.

Privacy Polcy - Helg

Under the Section “Open Payments,” select “General Updates on Open Payments” and then the
“Submit” button at the bottom of the page to join the mailing list. You may also select either the boxes

entitled “Physicians and teaching hospitals”, “Non-physician practitioner”, or “Applicable Manufacturers

and Group Purchasing Organizations”. Make sure you also select the general updates box to ensure you

receive all appropriate email updates.
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Figure 9: Quick Subscribe

www.cms.gov Www. icaid.gov WWW. i gov

CENTIRS FOR MIDICARE & MEDICAID SERVICES

Quick Subscribe for subscriber@yopmail.com

Centers for Medicare & Medicaid Services (CMS) offers updates on the topics below.
Subscribe by checking the boxes; unsubscribe by unchecking the boxes.

Access your subscriber preferences to update your subscriptions or modify your password
or email address without adding subscriptions.

# [J Medicare Tools & Information

# O Medicare-Medicaid Coordination

# [J Innovations

* O Regulations & Guidance

* [J Research, Statistics, Data, & Systems
# (J outreach & Education

© [ office of isition and Grants

* [J CMS Internal Communications
* [ Regional Office Lists

* () Resources & Tools

* [ WETG Email Updates

* [ Chief Technology Office

= (J Open Payments
([0 General Updates on Open Payments
Physicians and Teaching Hospitals
O Applicable Manufacturers and Group Purchasing Organizations

Non-physician practitioner
# (J CMS System Notifications/Outages
@ U IQEs sac
* O Provider Compliance
® O oIS Portal Project

# O Master Data Management (MDM)

Submit Cancel

Your contact information is used to deliver requested updates or to access your subscriber preferences

Privacy Policy | Cookie Statement | Help

Reporting and Data Collection
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Chapter 2: Introduction to Reporting and Data Collection

This chapter provides information about data collection for entities required to report certain payments
and other transfers of value in Open Payments.

Data is reported to the Open Payments system through bulk file uploads using character-separated
values (CSV) files and through manual data entry through a graphic user interface (GUI). See Chapter 4
for details on how to prepare and submit the data.

A complete listing of metadata elements used for payments data input into the Open Payments system
can be found in the “Submission Data Mapping Document.” Due to changes in record formats, there are
three versions of the Submission Data Mapping document, one for Program Years “2018-2020", one for
Program Years 2021-2022, one for Program Years “2023 and Onwards”. The three documents are
available on the Resources page of the Open Payments website at
https://www.cms.gov/OpenPayments/Resources. These documents provide specific, detailed

descriptions of the information that must be collected by reporting entities to document general,
research, physician ownership/investment interest payments.

Section 2.1: General Payments Reporting and Data Collection

This section on general payments reporting and data collection provides information about data
collection for entities required to report certain general payments and other transfers of value in the
Open Payments system. Five categories of information related to general payments made by applicable

manufacturers and applicable GPOs to recipient physicians, NPPs, and teaching hospitals are captured
during data collection; these categories are shown in the bulleted list below.

Submission File Information contains metadata elements collected to properly identify and attribute
submitted files.

Recipient Demographic Information identifies the recipient of the general payment or other transfers of
value.

Associated Drug, Device, Biological, or Medical Supply Information identifies the drug, device,
biological, or medical supply that is related to the payment or other transfers of value.

Payment or Other Transfers of Value Information specifies information regarding the general payment
or other transfers of value.

General Record Information captures other general information about the payment or other transfers
of value.

On the Resources page of the Open Payments website
(https://www.cms.gov/OpenPayments/Resources), users can find and download the CSV sample files

that show how the data elements listed below will be reported to the Open Payments system.
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Section 2.2: Research Payments Reporting and Data Collection

This section on research payments reporting and data collection provides information about data
collection for entities required to report certain research-related payments and other transfers of value
in the Open Payments system. Five categories of information related to research payments made by

applicable manufacturers and applicable GPOs to covered recipient physicians, NPPs, and teaching
hospitals are captured during data collection; these categories are shown in the bulleted list below.

Submission File Information contains metadata elements collected to properly identify and attribute
submitted files.

Recipient Demographic Information identifies the recipient of the research payments or other transfers
of value.

Associated Drug, Device, Biological or Medical Supply Information identifies the drug, device,
biological, or medical supply that is related to the payment or other transfers of value.

Payment or Other Transfers of Value Information specifies information regarding the research payment
or other transfers of value.

Research-related Information captures specific information about payments or other transfers of value
for research activities.

On the Resources page of the Open Payments website
(https://www.cms.gov/OpenPayments/Resources), users can find the CSV sample files that show how

the data elements listed below will be reported to the Open Payments system.

Users who hold a submitter role can access submission templates within the Open Payments system on
the “Resources” tab.
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Figure 10: Open Payments System "Resources" Tab for Submitters

Open Payments (Sunshine Act)

Applicable Manufacturer or Group Purchasing Organization Switch User Type

fa} 2 ) ®

Home Submissions Review and Dispute Manage Entities Resources

Open Payments Resources

Links to the Open Payments resources are available below.

For help obtaining a PDF viewer, go to the CMS gov Help page

Resources
= Open Payments User Guide for Reporting Entities [PDF]
« Open Payments User Guide for Covered Recipients [PDF]
Open Payments FAQ's [PDF]
CMS Resources Website
Error and Warning Code Key [XLSX]
List of Drug Names and National Drug Codes (NDC)
List of Medical Device or Medical Supply Names and Primary Device Identifier

Reporting Templates

Report templates are available through the links below. Download the template(s) for the program year(s) and payment category/categories for the records to be
submitted. The system will reject files prepared with an incorrect payment category or program year template.

Research

= PY 2018 - 2020 CSV Template File: Research Payments [CSV]

o PY 2021 - 2022 CSV Template File: Research Payments [CSV]

= PY 2023 and Onwards CSV Template File: Research Payments [CSV]
General

« PY 2013 - 2020 CSV Template File: General Payments [CSV]

= PY 2021 - 2022 CSV Template File: General Payments [CSV]

« PY 2023 and Onwards CSV Template File: General Payments [CSV]
Ownership

« PY 2018 and Onwards CSV Template File: Physician Owner/Investor [CSV]

Section 2.3: Physician Ownership/Investment Interests Reporting and Data
Collection

This section on physician ownership/investment interests reporting and data collection provides
information about data collection for reporting entities required to report physician ownership or
investment interests in the Open Payments system.

Three categories of information related to ownership/investment interests held by physicians in
applicable manufacturers and applicable GPOs are captured during data collection; these categories are
shown in the bulleted list below.

Submission File Information contains metadata elements collected to properly identify and attribute
submitted files.

Physician Demographic Information identifies the recipient of the ownership or investment interests.

Ownership or Investment Information captures information about the ownership or investment.
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On the Resources page of the Open Payments website https://www.cms.gov/OpenPayments/Resources,

users can find the CSV sample files that show how the data elements listed below will be reported to the
Open Payments system.

Registration

Chapter 3: Physician, NPP, and Teaching Hospital Registration

This chapter provides information for physician, NPP, and teaching hospital registration in CMS’s Identity
Management system (IDM) and creation of a profile in the Open Payments system. Both activities are
required to obtain access to the Open Payments system. All physicians, NPPs, and teaching hospitals
who wish to view data reported about them must complete both activities prior to accessing the system.

This chapter is divided into the following sections:

Two-Step Registration Process provides an overview of the Registration process. Registration includes
user registration in IDM, as well as user registration in the Open Payments system.

IDM Registration provides an overview of the first step in registration, how to register for IDM and
request access to the Open Payments system.

Profile creation in the Open Payments System provides walkthroughs of various scenarios for
registering a physician, an NPP, or a teaching hospital in the Open Payments system.

Open Payments Users and User Roles contains information on who is authorized to register in the Open
Payments system and the user roles that must be filled by the Open Payments system users.

Nominations contain information on how to nominate other individuals for roles associated with
physicians, NPPs, and teaching hospitals.

Updating Profile Information in the Open Payments System contains information on how physicians,
NPPs, their authorized representatives, and users affiliated with teaching hospitals can update their
profiles in the Open Payments system.

Section 3.1: Two-Step Registration Process
Physicians, NPPs, and teaching hospitals must register in the Open Payments system to view, review,

and/or dispute data submitted about them.

Note: Physicians, NPPs, and teaching hospitals are not required to participate, but are encouraged to
do so to view information reported about them prior to CMS’s publication of the data, as well as
ensuring accuracy of the data.
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Registration for Open Payments is a two-step process. First, users must register in IDM to obtain IDM
credentials and request access to the Open Payments system. Once the user has obtained IDM
credentials, he or she will be able to register in the Open Payments system.

Section 3.2: Identity Management (IDM) Registration and Open Payments
Access

Identity Management (IDM) is an identity management and services system that (1) serves as an identity
proofing tool to verify a person’s identity; and (2) provides you with access to various CMS applications.
Registering in IDM provides you with log in credentials required for access to the Open Payments
system. You will be able to set up your own log in credentials in the form of a user ID and password
during the IDM registration process. IDM credentials allows you to log in to the CMS Enterprise Portal
and request access to various CMS applications, including the Open Payments system.

To begin the registration process, IDM can be accessed via the CMS Enterprise Portal at
https:/portal.cms.gov. A list of IDM FAQs is available on the CMS website at https://www.cms.gov, and

information about IDM registration can be found on the Resources page of the Open Payments website
at https://www.cms.gov/OpenPayments/Resources. If you already have IDM credentials, you can move

ahead to section 3.3, Registering in the Open Payments System.

IDM will lock your user account if no activity is reported in the account for 60 or more days. When you
log in after 60-days, the system will display the “Unlock my Account” view. To unlock the account, enter
the user ID and correctly answer all challenge questions. Then enter a new password in the input fields
of “New Password” and “Confirm New Password”. If the account does not reactivate, contact the Open
Payments Help Desk at 1-855-326-8366. For the TTY line, call 1-844-649-2766.

IDM will automatically deactivate your account if you have not logged in for 180 days or more. If your
account has been deactivated, you will not be able to access CMS applications, including the Open
Payments system. If your account is deactivated due to inactivity, you can contact the Open Payments
Help Desk at 1-855-326-8366 to reinstate the account. For the TTY line, call 1-844-649-2766.

IDM will automatically remove your account if you have not logged in for two years or more. Once
removed, the account cannot be reactivated again, and you will be required to set up a new account
using steps in Section 3.2b through 3.2d, followed by steps in Section 3.4.

NOTE FOR INDIVIDUALS WITH FOREIGN ADDRESSES: Individuals with addresses outside of the United
States can enter their foreign address during registration. However, identity proofing will take place
manually. Contact the Open Payments Help Desk at 1-855-326-8366 for assistance with this manual
proofing process.

3.2a: System Requirements

CMS screens are designed to be viewed at a minimum screen resolution of 1024 x 768. For optimal
performance, screen resolution should be set to 1920 x 1080. The following additional considerations
optimize access to the CMS Enterprise Portal:
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e Disable pop-up blockers prior to accessing CMS Enterprise Portal.
e Use one of the following browsers with JavaScript enabled:
Microsoft Edge

o Chrome (recommended for optimal performance)
o Firefox
o Safari

3.2b: IDM New User Registration
Go to the CMS Enterprise Portal page at https://portal.cms.gov. The system displays the CMS Enterprise
Portal public landing page.

Step 1: On the CMS Enterprise Portal page, select New User Registration to continue.

Figure 11: CMS Enterprise Portal Public Landing Page

CMS.gov | Enterprise Porfal BB Applications @ Help @ About

Login with PIV Card
CMS.gov |Enferprise Portal
User ID is a required field
Password is a required field
v |agree to the Terms & Conditions
Login

Forgot your User ID or your Password?
Need to unlock your account?

Step 2: On the “Select Your Application” page, select “Open Payments” from the drop-down list and
agree to the Terms and Conditions of the CMS Enterprise Portal page, then select Next to continue.
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Figure 12: Select Your Application

CMS.gov | Enterprise Portal

58 Applications @ Help © About

Step #1: Select Your Application

Step 10f3 - Select your application from the dropdown. You will then need to agree to the terms & conditions.

Select Your Application

Novitasphere *
One Program Integrity System (OnePl)
OneAC
PARHM Dashboard

Payment Recovery Information System (PRIS) - RAC & RADV Appeals

Step 3: Accept the Terms and Conditions of the CMS Enterprise Portal page and then select Next to
continue.

CMS.gov |Erﬁerprise Portal

B8 Applications @ Help @ About

Step #1: Select Your Application

Step 1 0f 3 - Select your application from the dropdown. You will then need to agree to the terms & conditions.

Open Payments

@ Application Description : Open Payments s a national disclosure program that promotes a transparent and accountable health care system by making the financial
relationships between applicable manufacturers and group purchasing organizations (GPOs) and health care providers available to the public. The Open Payments System
(OPS)is used by applicable manufacturers and GPOs to report payments and other transfers of value made to covered recipients, as well as certain information regarding
the ownership or investment interests held by physicians or physicians' immediate family members. OPS s also available for covered recipients and provides
functionalities related to review and dispute of reported data. Covered recipients may use OPS for activities related to review and dispute. Covered Recipients include

physicians, non-physician practitioners and teaching hospitals. For more information and full definitions of covered recipient types visit the Open Payments website at:
www.cms.gov/OpenPayments.

Terms & Conditions

OMB N0.0938-1236 | Expiration Date: 08/31/2025 | Paperwork Reduction Act
Consent to Monitoring

By logging onto this website, you consent to be monitored. Unauthorized attempts to upload information and/or change information on this web site are strictly

prohibited and are subject to prosecution under the Computer Fraud and Abuse Act of 1986 and Title 18 U.S.C. Sec.1001 and 1030. We encourage you to read the HHS
Rules of Behavior.

Pratecting Your Privacy

| agree to the Terms and Conditions
Next. Cancel Y

Howcanl
help you?

Two Terms and Conditions sections of particular importance to read are:
e Consent to monitoring; and
e Collection of Personal Identifiable Information (PII).

“Consent to monitoring” means that you agree to allow CMS to monitor your activity and actions

performed through CMS applications while logged into the CMS Enterprise Portal and accessed through
IDM.

“PllI” is information that someone can use to uniquely identify, contact, or locate a single person, or use
with other sources to uniquely identify a single individual. CMS applications collect personal information
collected to use for the purpose of verifying your identity only.
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Step 4: On the “Register Your Information” page, enter your personal user information. Be sure to enter

all information in all required fields. Note: Selecting Cancel causes you to lose all data entered. Select
Next when you have entered all the information.

Data fields to be completed are the following:

e Name (First, Middle, Last, Suffix)

e Date of Birth (Month, Date, Year)

e |sYour Address US Based (Yes/No)
e Home Address, City, State, Zip Code
e Email Address

e Confirm Email Address

e Phone Number

Enter your legal name, current home address, primary phone number, and email address correctly. IDM
collects personal information only to verify your identity with Experian, an external identity verification
provider (explained in the next section). If IDM does not validate this information successfully and
identity proofing fails, contact the Open Payments Help Desk at 1-855-326-8366.

Figure 13: Register Your Information Page

CMS.gov | Enterprise Portal

58 Applications @ Help @ About

Step #2: Register Your Information

Step 2 of 3 - Please enter your personal and contact information.
All fields are required unless marked (optional).
Enter First Name Enter Middle Name (optional) Enter Last Name

Suffix (optional) v

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

Is Your Home Address U.S. Based?

@vs Owo
Enter Home Address Line 1 Enter Home Address 2 (optional)

Enter City Select State v Enter ZIP Code Enter ZIP+4 Code (optional)

Enter Email Address Confirm Email Address

Enter Phone Number

[ ]
i : i

help you?

NOTE FOR INDIVIDUALS WITH FOREIGN ADDRESSES: Individuals with addresses outside of the United
States can register in IDM via the online portal, but the Open Payments Help Desk must conduct identity
proofing manually. Once you have entered your information into the CMS Enterprise Portal, contact the

Open Payments Help Desk at openpayments@cms.hhs.gov for assistance with the manual identity
proofing process.
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Step 5: On the “Create User ID, Password & Security Question/Answer” page, create an IDM username
and password in accordance with the guidance provided below. You must select a security question and
provide a security answer. Select Next when finished.

Note: Selecting Cancel causes you to lose all data entered.

Figure 14: Create User ID, Password & Security Question/Answer Page

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

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

Enter User ID

Enter Password (O] Confirm Password @®

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

Select Your Security Question v

Enter Security Answer

e The CMS Portal User ID:

— Must be between 6 - 74 characters and contain at least one letter;
— Can contain alphanumeric characters;

— Allowed special characters are limited to hyphens (-), underscores (_), apostrophes ('), and
periods (.)

— The @ symbol is allowed only if the User ID is in a valid email address format

(j.doe@abc.edu or 123@abc.com)
— Cannot contain eight (8) consecutive numbers;
— Cannot begin or end with special characters;

— Cannot contain more than one (1) consecutive special character;

e Password Requirements:

— Password must be a minimum of 15 characters;
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— Password must contain: one (1) upper case and one (1) lower case letter, and one (1)
number;

— The following special characters may be used: " 1 #$% &’ () *+,-./\:;;<=>?@[]*_"{
|}~

— Password cannot contain: Parts of User ID, First Name, Last Name, common passwords;
— Password can only be changed once every 24 hours;

— Password must be different from the last six (6) passwords;

— Password must not exceed 60 characters;

Confirm password:

— Confirm password;

— Enter the same password;

Select your security question:

— Select a question from the drop-down list of questions;

Security answer:

Can contain alphanumeric characters;

— Can contain spaces;

— Must be at least four (4) characters;

— Cannot contain part of the security question;

— Your security answer is required for you to reset your password or unlock your account

25



Open Payments User Guide for Covered Recipients - January 2024

Step 6: On the “New User Registration Summary” page, review the information and make any necessary
changes before submitting. Select Submit User to submit the information.

Figure 15: New User Registration Summary Page

New User Registration Summary

Please revievs your infommetion and make amy necessany changes befone submitting .

‘tlpmh}nm v|

1 Application Description : Cpen Payments iz a national disclosure program that promotes 8 transoarent and sccourable health care system by making the financial

s=d by
hip or investment interests held by p

First Naime

Ladt Natrot
Karen Enter Middle Hame [aptional) Miller Suifix joptional] V
Srth et Birth Diate Birth Yiar
April v w 1878 w

Hesv Addireut Ling |

T100 Security Bhed Enter Home Address 2 {optional)

ity Sl TIP Codit

Baltimare Maryland £ 21244 Enter 21P+4 Code loptional]
Email Address

Confirm Emai Address

kcaren millergryopmiail.com karen. millen@yopmail.com

Fhone Mamisr
12330232712

Al fields are required unless marked (optional).

User ID
kcarenamiller
Entisr Passwird (T Pakbwnnd

Swcurity Quedtion

‘What is the boy/stuffed animal you liked the most as a kid? w

Security Answer
Rabhit

S
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Step 7: A “Confirmation” page displays acknowledging successful registration in IDM. Select the
“CMS.gov Enterprise Portal” link (top left) or the “Login” link in the green window to go to the CMS
Enterprise Portal home page. Note that profile configuration can take up to 24 hours. If you are unable
to login after that timeframe, call the Open Payments Help Desk at 1-855-326-8366. For the TTY line, call
1-844-649-2766.

Figure 16: Confirmation Page

CMS_gOV |Emerprise Portal B8 Applications @ Help @ About & Email Alerts

& Confirmation X

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

‘You can now login.

Step 8: Request access to the Open Payments system.

3.2c: Requesting Access to Open Payments with IDM Credentials
Once you have IDM credentials, you can request access to the Open Payments system through the
Enterprise Portal at https://portal.cms.gov.

Step 1: On the CMS Enterprise Portal home page, enter your CMS User ID and Password and agree to
“Terms & Conditions” by selecting the checkbox next to the “Agree to our Terms & Conditions” link.
Select the Login button to log in.

Figure 17: CMS.gov Enterprise Portal Landing Page
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You will be prompted to register a Multi-Factor Authentication (MFA) device. Select the MFA you would
like to register by using the drop-down arrow.

Figure 18: Registering a Multi-Factor Authentication (MFA) Device

© Register Multi-Factor
on (MFA)

cf piste
Select MFA Device v

Cancel

Next, enter the information for your MFA (in figure 19, the user selected “Text Message (SMS)” as their
MFA device).

Figure 19: Entering Device MFA Information
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Step 2: You will land on the “My Portal” page. Select the Add Application button.

Figure 20: “My Portal” Page

&  Swendilerv @Help @ LogOut

My Porcl

@Welcome to CMS Enterprise Portal.

Step 3: Select Open Payments from the dropdown. There are three roles that are applicable for users:

Reporting Entity Officer or Teaching Hospital Authorized Official Role: Only US users that are registering
a NEW reporting entity profile (applicable manufacturer or applicable group purchasing organization) not
already registered in the Open Payments system or a NEW teaching hospital profile, should choose this
role. Go to Step 3a (below) to request this role.

Physician, Non-Physician Practitioner, Teaching Hospital Authorized Representative, or Reporting
Entity Submitter/Attester/Compliance Role: Only US and foreign (those users that do not have a US-
based address and/or a US Social Security number) physicians, non-physician practitioners, and users
nominated for a role by a covered recipient/registered entity should choose this role including reporting
entity officers and teaching hospital authorized officials who were nominated (or are self-nominating).
Users who will be registering a NEW reporting entity profile (applicable manufacturer or applicable
group purchasing organization) or users registering a NEW teaching hospital profile should NOT choose
this role. Go to Step 3a (below) to request this role.
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Open Payments Foreign User Role: Only foreign users (those users that do not have a US-based address
and/or a US Social Security number) who are registering a NEW reporting entity profile (applicable

manufacturer or applicable group purchasing organization) not already registered in the Open Payments
system) or a NEW teaching hospital profile, should choose this role. Note: After selecting this role, users

should wait for an email from the Open Payments Help Desk that will provide additional information. Go
to Step 3c (below) to request this role.

Figure 21: “Request Application Access” Page

o Select a Role

Select a Role

CMS Compliance

@ Government Agents File Transfer

Research File Transfer

Reporting Entity Officer or Teaching Hospital Authorized Official

Physician, Non-Physician Practitioner, Teaching Hospital Authorized Representative, or Reporting Entity Submitter/Attester/Compliance

Open Payments Foreign User

Step 3a: Choosing the Reporting Entity Officer or Teaching Hospital Authorized Official Role:

1) Select the Reporting Entity Officer or Teaching Hospital Authorized Official Role, and then
select Next.

o Select a Role
Fode
Reporting Entity Officer or Teaching Hospital Autherized Official

10 Role Description: Select this role if you are an officer of an applicable manufacturer or GPO trying to report data, or an authorized official of a Teaching Hospital trying to access data

that was reported about the teaching hospital. If you are an officer of an applicable manufacturer or GPO and based outside of United States, you need to request Open Payments:
foreign user role.

@ Complete Identity Verification

2) Next, select Launch to begin Identity Verification (RIDP).

€ Complete Identity Verification

@ Identity Verification

This role requires an additional level of verification. You will be asked to provide additional information bo verify your identity. Please select “Launch” to begin the identity verification
process. You will return 1o the e step below when identity verification is complete.
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3) Select Next to begin.

CMS.QOV |M\/ Enterprise Portal A & IDM Foreign v @ Help =

Log Out

Step #1: Identity Verification Overview

To complete this role request, it is important to note that Experian, a trusted and reliable agent, needs to collect further details

aboutyou,

Please ensure thatyou have entered your full legal name, current home address, your personal primary phone number, date-of-
birth, and your personal e-mail address correctly to ensure a seamless and secure process.

For additional information or assistance, we encourage you to visit the Experian Customer Assistance website:

http://www.experian.com/help.

Experian identity verification is limited to US addresses and US territories only. If you have a foreign address please call your Tier 1

Help Desk to verify your identity.

“ Can(e[

4) Experian will perform a soft credit inquiry to verify your identity. Identity proofing does not
affect your credit score. Soft credit inquiries are visible only to the user and only appear on
credit reports produced by Experian. Credit inquiries are not visible to lenders. If you order a
credit report from Experian, you will see an entry of inquiry by the Centers for Medicare &
Medicaid Services with CMS’s address and the date of request. If you have questions about
Experian’s verification process, please refer to Experian Customer Assistance at
http://www.experian.com/help/.

5) After reading the Terms and Conditions, select Next.

=

B My Apps A Sl v @ lep

Step #2: Accept Terms & Conditions

OMB No_ 0938-1235 | Expiration Date: 08/31/2025 | | Eagawork Reguction Acl

Protecting ‘Your Privacy

Frote s secury and confidentiality of the user regestering lo EIDM. Please read the GMS

which provides the approprate use of all HHS information techinclogy resousces for Departmeant users, including

cumte {adecndim ot WS Ouice. nf Banauns (WG DAl dorisment somber WS OCI0 3019 00036

sgres o the Termé & Coanditions .. 1

6) When entering your information into the Identity Verification screen, ensure you enter only
your personal information. You will only have three attempts to enter information that

matches the Experian database.

7) Tips for successfully completing Identity Verification:
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Full Legal Name:

¢ You must use your full legal name as listed on your Driver’s License or financial account
information.

¢ Your surname must match the surname Experian has for you on file.

¢ Do not use nicknames.

¢ If you have a two-part name, enter the second part in the middle name field.

Social Security Number:

e Ensure that Social Security Number fields are filled in correctly. Users can review and edit
these fields prior to sending the information to Experian.

Date of Birth:

e Ensure that the Date of Birth field is entered accurately. Users can review and edit this field
prior to sending the information to Experian.

Current Residential Address:

e Ensure your personal/residential/home address is used:
e Where you receive Credit card, utility bill statements.
e Associated with your credit report.
¢ Do NOT use your business address.
¢ If you have a recent change in address, try to identity proof with a prior address.
¢ Do not enter any extraneous symbols in the address field.

Personal Phone Number

e Enter a personal landline phone number (if you have one).
e Acell phone can be used, but a residential landline is preferred.

8) After reviewing the above information enter your information in the spaces provided, and then
select Next.
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Step #3: Enter Your Information

nnnnnn

nnnnnn

P — a
EEES apr
s Your Address US Based?
@ O
7100 Securty Bhnd
ay s DPcate
Baltimare Maryand v oma
E s
Karen milesgyopma com

9)

& Confirmation
You have successfully completed the Remote Identity Proofing process.

If RIDP is successful, you will receive the confirmation notice

. Select Next to continue.

10) If RIDP is unsuccessful, note the response code, and follow the directions in the Error message. If the
Error message refers you to the “Tier 1 Help Desk”, call the Open Payments Help Desk at 1-855-326-

8366. For the TTY line, call 1-844-649-2766.
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11) Once you have completed Identity Verification, enter a brief justification for being granted this

role, and select Submit.

Request Application Access

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

o Select an Application + Completed
& Edit

' Open Payments
o Select a Role + Completed
@ Edit
" Applicable Manufacturer, GPO, Physician, Non-Physician Practitioner, or Teaching Hospital

e Enter Reason for Request

Entera Reason for Request

Required field.

12) You will be shown a confirmation screen. Select OK.

Coalmation

R D 5 O AR DB

—

13) Review the information and select OK.
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@ Confirmation

Your DM reguest has been successfully submitted.

Requ ion Access Acknowledgement

cation is: 3641041

crw @Holp @ logOut

14) After selecting OK, log out of the system and log back in to continue to th

e next steps.

Step 3b: Choosing the Physician, Non-Physician Practitioner, Teaching Hospital Authorized
Representative, or Reporting Entity Submitter/Attester/Compliance Role:

1) Select the Physician, Non-Physician Practitioner, Teaching Hospita

| Authorized

Representative, or Reporting Entity Submitter/Attester/Compliance role, and then

select Next.

© Select aRole
Role

Physician, Non-Physician Practitioner, Teaching Hospital Authorized Representative, or Reporting Entity Submitter/Attester/Compliance

10 Role Description: Select this role if you are a submitter, attester, or compliance user of an applicable manufacturer or GPO trying to report data; or a physician, physician

phy: repr or a teaching hospital representative trying to access attributed data. Non-Physician

, non-phy
Practitioners include: Physician Assistant, Nurse Practitioner, Clinical Nurse Specialist, Certified Nurse

ist Assistant and Certified Nurse-Midwife.

2) Enter a brief reason for requesting the role and then select Submit.

o Select a Role

v Physician, Non-Physician Practitioner, Teaching Hospital Authorized Representative, or Reporting Entity
Submitter/Attester/Compliance

o Enter Reason for Request

« Completed
# Edit

Enter a Reason for Request
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3) You will receive a Confirmation page. Select OK, then log out and back in again to begin
creating your Open Payments profile.

Coalmation

a2 D i B O AR B R O

anval

4) You will receive a Confirmation page. Select OK, then log out and back in again to begin
creating your Open Payments profile.

@ Confirmation

o 7 e b ettt

Popnal b Appla suvi decin Ac s bedpeine i

Step 3c: Choosing the Open Payments Foreign User Role:

1) Select the Open Payments Foreign User Role and select Next.

o Select a Role
Role
Open Payments Foreign User x v

D Role Description: Select this role if you are an officer of a reporting entity and your permanent address is outside of the United States and/or you do not have a social security

number. Once you request the role, Open Payments Helpdesk will reach out to you.

2) Enter a brief justification for requesting this role, then select Submit.
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o Select a Role « Completed
# Edit

" Open Payments Foreign User

© Enter Reason for Request

Enter a Reason for Request

Required field

3) You will be shown a confirmation screen. Select OK.

Coalkmation

R D e PO AL P O

4) You will see confirmation that you requested this role. You will receive an email from the Open
Payments Help Desk in one to two business days providing you with your next steps.

i My Apps a 2 IDM Foreign ¥ @ Help

Your IDM request has been successfully submitted.

Request New Application Access Acknowledgement

Your IDM request has been successfully submitted.

The tracking number for your request for Open Payments Foreign User role in Open Payments application is: 2338802

Please use this number in all correspondence concerning this request.

You will receive an email when your request has been processed.

Once your request is approved then you will need to log out and then log back into the Enterprise Portal system to access the application via the tile an the My Portal
Landing page. If you are still having trouble, please contact the tier 1 Help Desk associated with your application.
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3.2d: Adding Multi-Factor Authentication (MFA) Level Of Assurance (LOA) 3 Users - Optional
To add Multi-Factor Authentication (MFA):

Step 1: Navigate to My Profile and select Manage MFA Devices.

Figure 17: My Profile

A B Barenlier  w @ llclp G Log Oul

View My Profile

Fir Hame:  joaner

Middle Name;

Last Name: e

Dateof Birthe 017141580

emall Address:  karan.milleravapmallcam

Phane Number: +1 444-111-4444

Home Address Line 11 1203 Wain Stroct
Home Address Line 2:

City: Haltimare

SEte: Wi

ZIP Code; 71344

ZIP=4 Coda:

~
Top
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Step 2: Select “Register a Device”.

Figure 18: Manage MFA Device Register a Device Page

My Profile

]

o

a

[ ]

(V1]

n Change Pas
V)

&

Manage Multi-Factor Authentication (MFA) Devices

View Profile Device Type Identifier Status Actions

Email . . "
~ admin@abcmedic.com | Active

Change Profile Edit

Change Business Contact Informatior
Register a device

urity Question and Answe

Manage MFA Devices

Step 3: Select the device you wish to register.

Figure 19: Register MFA Devices

My Profile

3
a
&
)
&

Manage Multi-Factor Authentication (MFA) Devices

Device Type Identifier Status Actions

Email ) ) ,’
admin@abcmedic.com | Active

Edit

View Profile

Change Profile

Change Business Contact Information
Register Multi-Factor Authentication (MFA) Device

ange Passwor . . _— . .
Change Password Adding a MFA Code to your login, also known as Multi-Factor Authentication (MFA), can make your login more secure

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

ecurity Question and / Select the MFA device type that you want to use to login

Manage MFA Devices Select MFA Device v

Select MFA Device

Text Message (SMS)

Interactive Voice Response (IVR)
Google Authenticator

Okta Verify

39



Open Payments User Guide for Covered Recipients - January 2024

Step 4: Depending on the device you choose to register, you will be asked to provide information about
that device (Phone number). Enter the required information for the device you are registering for and
select “Send MFA Code”.

Figure 20: Send MFA Code

My Profile

Manage Multi-Factor Authentication (MFA) Devices

View Profile Device Type Identifier Status Actions
@]
Email ) ) "
Chanze Profil admin@abcmedic.com | Active
n hanges Profile it
[ ]

Change Business Contact Information
4ld

a Change Password

O Change Security Question and Answer

Register Multi-Factor Authentication (MFA) Device

Adding a MFA Code to your login, also known as Multi-Factor Authentication [MFA), can make your login more secure
by providing an extra layer of protection to your User ID and Password.

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

6’ Manage MFA Devices

Text Message (SMS) W

D Text Message (SMS)

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

Enter Phone Number

Required field.

Send MFA Code Cancel
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Step 5: Enter the code sent to your device and select “Add Device” to successfully add your MFA Device.

Figure 21: Enter MFA Device Code

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

Re-send MFA Code

|—Enter Code Received

Required field.

Add Device Cancel

Step 6: You have successfully added an MFA device to your IDM account.

Figure 22: Manage MFA Devices Page

a O Karen Milerw @ Help & Log Out

CMS_gQ\/ |Mv Enterprise Portal

My Profile
Manage Multi-Factor Authentication (MFA) Devices
@ View Profile Device Type Identifier Status Actions
-
Email o® Edit
karenmiller@yopmail.com
Change Profile 8 actve | (74

o® Edit il s
Text M
@  Change Business Contact Information D (;;5)955396 +1555-555-5555 | Acive | |4 (111]
Remove
n Change Password
Register a device
0 Change Security Question

‘9 Manage MFA Devices

Section 3.3: Creating a profile in the Open Payments System
A physician and NPP must create a profile for him or herself in the Open Payments system and undergo

a vetting process to be fully registered in the Open Payments system. See Section 3.3c for more
information on physician vetting and section 3.3f for more information on NPP vetting. The physician
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and NPP profile process has five steps, as shown in Figure 31 below. Details on these steps are included

later in this chapter.

Figure 23: Physician and NPP Registration Process

Enter
Personal
and
Practice
Info

Log in to
Open

Payments

Figures 33, 34, and 35 detail the fields which are required and optional when creating physician and NPP
user profiles. It is important to have this information on hand prior to beginning the registration process.

Enter
Physician or
Non-Physician
Practitioner
Details

Review
L
Submit
Profile

Designate
Authorized
Rep
(Optional)

Figure 24: Required and Optional Fields for Physician Profiles

Fields Required or Optional?

Practice Name Optional
Practice Business Address Required
Covered Recipient Type Required
Physician Primary Type Required
National Provider Identifier (NPI1)** Optional
Drug Enforcement Administration (DEA) Optional
Number**

Taxonomy Code (at least 1) Required
License State (at least 1) Required
License Number (at least 1) Required

Figure 25: Required and Optional Fields for NPP Profiles

Fields Required or Optional?

Practice Name Optional
Practice Business Address Required
Covered Recipient Type Required
Non-Physician Practitioner Primary Type Required
National Provider Identifier (NP1)** Optional
Drug Enforcement Administration (DEA) Optional
Number**

Taxonomy Code (at least 1) Required
License State (at least 1) Required
License Number (at least 1) Required

**The National Provider Identifier (NPI) and Drug Enforcement Administration (DEA) Number must be
entered if you have them. If you do not have these identifiers, you can still proceed with registration.
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Records submitted to Open Payments are associated with physician and NPP license numbers and
NPI. Therefore, when registering in the Open Payments system, physicians and NPPs must enter at least
one of the state license numbers they hold, as well as their NPI number (if they have one).

Figure 26: Required and Optional Fields for Individual User Profiles

Fields Required or Optional
First Name Required
Middle Name Optional
Last Name Required
Suffix Optional
Job Title (for Physicians and NPPs) Optional
Job Title (for Authorized Representative) Required
Business Address Required
Business Phone Number Required
Business Email Address Required

Teaching hospitals are pre-populated into the Open Payments system based on the Open Payments
Teaching Hospital List, which is maintained by CMS and updated annually. Teaching hospitals do not
need to be vetted after profile creation, and are approved immediately in the Open Payments system
with a status of “vetted.” Note that no vetting occurs beyond that done to create the annual Teaching
Hospital List. CMS makes the current and past Teaching Hospital Lists available on the Resources page of
the CMS Open Payments website at https://www.cms.gov/OpenPayments/Resources. Teaching

hospitals not on the lists will not have payments or other transfers of value reported about them.

Teaching hospitals must register using the hospital’s “Doing Business As” name rather than its legal
name. (For directions on registering a teaching hospital for a prior program year, see Section 3.3i.) In the
Teaching Hospital List, the “Doing Business As” name is under the heading of “Hospital Name.” The
address should be the “NPPES Business Address.”

Teaching hospital registration has five steps, as shown in Figure 35 below. Details on these steps are
included later in this chapter.

Figure 27: Teaching Hospital Registration Process

Confirm Your Review
Role and and
Nominate an .
Authorized Rep Subrmit

Search for

Ll Teaching

Open
Payments

Hospital Using
Required Fields [Optianal) Profile
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Figures 37 and 38 detail which fields are required and which fields are optional when creating teaching
hospital and user profiles. It is important to have this information on hand prior to beginning the
registration process.

Figure 28: Required and Optional Fields for Teaching Hospital Profiles

Fields Required or Optional?
State Where Teaching Hospital is Located Required
Teaching Hospital Doing Business As Name Required
Teaching Hospital Business Address Required
Taxpayer Identification Number (TIN) Required

Figure 29: Required and Optional Fields for Individual User Profiles

Fields Required or Optional?
First Name Required
Middle Name Optional
Last Name Required
Suffix Optional
Job Title Required
Business Address Required
Business Phone Number Required
Business Email Address Required
City Name Required
State Required
Zip Code Required

The list of required information for profiles for physicians, NPPs, and teaching hospitals is also available
in the quick reference guide “Required Fields for Registration,” which can be downloaded from the
Resources page of the Open Payments website (https://www.cms.gov/OpenPayments/Resources).

The entire registration process takes approximately 30 minutes and must be completed in a single
session. You cannot save entries or complete the profile later. You will be able to edit, manage, or
update a profile once it is created. Note: The system times out after 30 minutes of inactivity and it
does not have an auto-save feature. If the system times out, your updates will not be saved.

Important notes on Open Payments physician, NPP, and teaching hospital registration:

e If your teaching hospital was registered in a previous year, it does not need to be registered
again.

e Registration must be completed in one session.
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e Never use the navigation buttons on your browser toolbar. Only use the navigation buttons (i.e.,
“Back” button) within the Open Payments system itself.

e [f you do not know your 10-digit NPl number, you can find it on the NPI Registry, located at
https://npiregistry.cms.hhs.gov/.

e If you cannot find your DEA number, contact the DEA Office of Diversion Control. Their website
is https://www.deadiversion.usdoj.gov.

3.3a: Creating a profile as a Physician (First Time System Users)
If you are registering as a physician and are a first-time user in the Open Payments system, follow the
steps below.

Note: If you are a physician who works in a teaching hospital and wish to see data related to you in
your capacity as a physician, select the “Physician or Non-Physician Practitioner” option when
registering. If you are a physician who works in a teaching hospital and wish to represent that
teaching hospital as an authorized official or authorized representative, follow the instructions in
Section 3.3g for registering a teaching hospital.

Note that if you select the “Teaching Hospital” option, you will only be able to view payments made to
the teaching hospital you are associating yourself with. If you wish to see data related to you as a
physician, create a second profile and select the “Physician or Non-Physician Practitioner” option. You
may be registered for both options and can alternate between physician and teaching hospital profiles
using the “Switch User” functionality described in Section 3.3j.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and

navigate to the Open Payments home page. Select the Application link.

Figure 30: Open Payments Home Screen

CMS.QOV |My Enterprise Portal o SusanJones w @ Help @ Log Out

My Portal

f-’n\

Open Payments Request/Add Apps

Application
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The on-screen text contains important information regarding the registration process. Read the on-
screen text and select “Create My Profile” when you are ready to begin the registration process.

Figure 31: Open Payments Landing Page For First-Time System Users

Open Payments (Sunshine Act)

Access the Open Payments
;Vel::ome to the Open Payments gumhll bl
stiem
y Need help with the website?
Our records indicale that you have not yel registered in the Open Create Contact Us by email
Payments system, Before you can perform any actions in the system, :
you must first create your profile and complete e registration process my Profile Review the Open Payments

Privacy Policy [PDF, 102 KB]

B ———
AALALALALAALASSASASSASISIDISSASAADISSALASSIDAMAASASBABAS LS AIAIASSBASASSISAADDDSDDE
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Step 2: The on-screen text contains important information regarding creating the physician profile. Read
the on-screen text and select the link to the quick reference guide “Required Fields for Registration” for
a list of information required during registration. Select “Start Profile” at the bottom of the page when
you are ready to continue.

Figure 32: Create My Profile Page

Open Payments (Sunshine Act)

Create Profile
Create Profile

To begin creating a profile and registering in the Open Payments system, you must identify your affiliation

@ Select Profile Type with an applicable manufacturer, applicable group purchasing organization (GPO), teaching hospital,
physician, or non-physician practitioner. Users with provider type of Physician Assistant, Nurse
@ Register Entity Practitioner, Clinical Nurse Specialist, Certified Registered Nurse st or Ar iolog
Assistant, or Certified Nurse-Midwife are called Non-Physician Practitioner in the Open Payments
@ Personal Information s
ystem.
@ Review and Submit Profile If the applicable manufacturer, applicable GPO, teaching hospital, physician, or non-physician practitioner
has not registered in the Open Payments system, you may register them and then yourself.
» Access the Open Payments For reporting entities, prior to beginning registration, collect the information required for reporting entity
L User Guide registration, then proceed with the registration process.
7 Need help with the website? For.r:epzt).mng (TCIII‘? r.\ofsp\tal.‘.phys\cla.n,;; non-phys;clan‘prac‘n(\orfe(r r?glstrlaljtlon. prior l;) bigwchnmg
[ Contact Us by email registration, collect the information required for covered recipient registration, then proceed with the

registration process.

If the applicable manufacturer, applicable GPO, teaching hospital, physician, or non-physician practitioner
has already been registered in the Open Payments system and you have not affiliated with them in the
Open Payments system, you may:

Review the Open Payments
a Privacy Policy [PDF]

« Ask a user already affiliated with the reporting entity or covered recipient to nominate you for a
user role; or

- Create a personal profile and request a role with the reporting entity or covered recipient user. Note
that users who wish to associate with physicians or physici i must be
nominated by the physician or non-physician practitioner.

Required Information
Fields for required information are marked with an asterisk.

Itis important that you have all required information available when you begin because registration must
be completed in one session. A registration session will time out after 30 minutes of inactivity. If that
occurs, all information entered during that session will be lost.

Alist of required information is available in the "Required Information for Registration” quick reference
quide [PDF] . This QRG is also available on the Resources page of the Open Payments website.

Registering as a Physician or a Teaching Hospital

If you are a physician who works at a teaching hospital and wish to see data related to you in your
capacity as a physician, select the “Physician or Non-Physician Practitioner” option when registering.
Registering as a user affiliated with a teaching hospital will allow you to see only data related to that
teaching hospital and not your records. You may register as both a physician and a user affiliated with a
teaching hospital if needed.

Physicians should register themselves in the Open Payments system and not delegate this task to
another individual.

Registering as a Non-Physician Practitioner

If you are registering as a Physician Assistant, Nurse Practitioner, Clinical Nurse Specialist, Certified

gi Nurse st or iologist Assistant, or Certified Nurse-Midwife, select the
"Physician or Non-Physician Practitioner” option when registering. If you are a Physician Assistant, Nurse
Practitioner, Clinical Nurse Specialist, Certified g Nurse ist or i i

Assistant, or Certified Nurse-Midwife who works at a teaching hospital and wish to see data related to
you in your capacity as a non-physician practitioner, select the “Physician or Non-Physician Practitioner”
option when registering.

When you are ready to begin registration, select “Start Profile.”

Cancel
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Step 3: Select the profile type “Physician or Non-Physician Practitioner” and select the “Continue”
button.

Figure 33: Select Profile Type Page

Open Payments (Sunshine Act)

Select Profile Type

Create Profile
Afield with an asterisk (*) is required.

© Select Profile Type If you received a nomination |D and/or registration ID in an email notifying you of your nomination for a user role,

begin creating your profile by selecting the “I have a Nomination ID and/or a Registration ID” link.
Register Enti
® 9 . If you did not receive a nomination ID and/or a registration 1D in an email, begin creating your profile by

@ Personal Information indicating whether you are a reporting entity or covered recipient.

@ Review and Submit Profile Note: If you are a physician who works at a teaching hospital and wish to see data related to you in your
capacity as a physician, select the “Physician or Non-Physician Practitioner” option when registering.
Registering as a user affiliated with a teaching hospital will allow you to see only data related to that teaching

» Access the Open Payments hospital and not your records. You may register as both a physician and a user affiliated with a teaching hospital
Lv User Guide if needed.
9 Need help with the website? If you have any questions regarding the user type you should register as, please contact the Open Payments
[ Contact Us by emall Help Desk openpayments@cms.hhs.gov for guidance.
Review the Open Payments *Required: Select the type of entity or covered recipient you are affiliated with OR the "l have a
a Privacy Policy [PDF] Nomination ID and/or a Registration ID" link. @

O Applicable manufacturer or applicable group purchasing organization (GPO)
@ Physician or Non-Physician Practitioner

O Teaching hospital

OR

1 have a Nomination ID and/or a Registration ID

Cancel Continue

Step 4: Enter your personal information. All required fields will be marked with an asterisk (*). You will
not be able to proceed with registration until all the required fields have been entered. You may register
with foreign address by selecting “Country” field drop down value other than “United States”.

If you are registered with the National Plan and Provider Enumeration System (NPPES), ensure that you
enter your name exactly as it is in NPPES.

When done, select the “Continue” button.

Note: Selecting the “Cancel” button will cause you to lose all data entered.

48



Open Payments User Guide for Covered Recipients - January 2024

Figure 34: Covered Recipient Personal Information Page

Open Payments (Sunshine Act)

Covered Recipient: Personal Information
Create Profile
Afield with an asterisk (*) is required.

" Select Profile Type Provide personal and business information below to create the physician or non-physician practitioner profile.

The first name and last name fields have been prepopulated from your CMS Identity Management System (IDM)
profile. You may edit these fields as needed. However, changing this information in Open Payments will not
@ Review and Submit Profile change the corresponding information in your IDM profile.

(@ Personal Information

If you are registered with the National Plan & Provider Enumeration System (NPPES) or the Provider
Enroliment, Chain and Ownership System (PECOS), the information you enter here must match the
Access the Open Payments X T X i
User Guide [PDF] information in those systems for your registration to be successful.

Note that once a physician or non-physician practitioner profile has been successfully matched using CMS
resources (vetted), the fields prepopulated by IDM data will no longer be editable. If you need to modify these
fields after they have become non-editable, contact the Open Payments Help Desk
openpayments@cms.hhs.gov for assistance.

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF]

D~ g

Your Name

*First Name: Middle Name:
Karen

*Last Name: Suffix (Jr., Sr., etc.):
Miller

Business Information

Enter your business information below. If you have multiple practice addresses, enter the primary
practice location.

*Business Email Address:

openpayments@yopmail.com

Practice Name:

Practice Business Address

*Country:
Please Select v

*Practice Business Address, Line 1:
7500 Security Blvd.

Practice Business Address, Line 2:

*City Name: *State:
Baltimore Maryland v
*Zip Code: *Business Telephone Number:
99999 9999 999-099-9999
21244 555-555-5555
Cancel Back
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Step 5: Enter your covered recipient details. All required fields will be marked with an asterisk (*).

The National Provider Identifier (NP1) and Drug Enforcement Administration (DEA) Number fields are not
marked as required; however, they must be entered if you have them. If you do not have these
identifiers, you can still proceed with registration.

e The ZIP Code entered by the physician is validated to ensure it is a valid United States ZIP code
and that it is within the “State” entered.

e If the physician has a National Provider Identifier (NPI), enter it exactly as listed in NPPES for the
current calendar year.

e Enter at least one active state license.

e For each license or taxonomy code entered, select the “Add” button to save the information to
the profile. Without selecting the “Add” button, the information will not be saved. Physicians
can register using up to 6 Taxonomy Codes. To update or replace an existing Taxonomy, select
the “Edit” or the “Delete” button.

Refer to the taxonomy code list on the Resources page of the Open Payments website
(https://www.cms.gov/OpenPayments/Resources). Taxonomy codes not on the taxonomy code list
should not be entered. As you begin entering information into the Taxonomy Code field, the system will
provide a list of codes to help guide your entry. If your taxonomy code is not available, select the code
that most closely represents your specialty. Select “Add” after entering each taxonomy code to add it to
your profile.

To enter license information, select the state in which the license is held and enter the license number.
Select the “Add” button to add the license. The license number field may contain up to 25 characters,
including special characters such as hyphens (-). You are required to enter at least one license. If you
input data into the field and select the “Continue” button before selecting the “Add” button, the system
will throw an error message. If you have licenses in more than one state, enter in the first state and
license number and then select “Add.” Repeat until all of your state licenses have been added. You can
enter up to 52 licenses. When you are finished, select the “Continue” button.
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Figure 35: Covered Recipient Details Page

Open Payments (Sunshine Act)

Covered Recipient: Details
Create Profile
Afield with an asterisk (*) is required.
«" Select Profile Type Enter the required covered recipient information below.
@ Personal Information ‘You must provide your National Provider Identifier (NPI) if you have one.
Covered Recipient Details
Authorized Representative Covered Recipient Identification
® Review and Submit Profile
*Covered Recipient Type

» Access the Open Payments Physician v
L. User Guide [PDF]
*Physician Primary Type:
? Need help with the website? Medical Doctor v
f Contact Us by email

National Provider Identification (NPI):

Review the Open Payments This is a 10-digit number
Privacy Policy [PDF] M1

Drug Enforcement Administration (DEA) Number:
This is a 9-digit alphanumeric ID

Taxonomy Codes

Covered Recipient Taxonomy Code is a lookup field. Start typing a taxonomy code and the system
will display a list of taxonomy codes that begin with the characters you have entered. Select the
most accurate code and select the “Add” button. This will save the entered code and allow you to
enter another taxonomy code if necessary. Repeat until all your taxonomy codes are entered. You
may enter up to six taxonomy codes. Any previously entered taxonomy codes may be edited or
deleted by selecting the “Edit” or “Delete” buttons. At least one taxonomy code must be selected to
continue the registration.

Refer to the Taxonomy/Specialty Lookup Document available on the Resources page of the Open
Payments website for the complete list of taxonomy codes that can be entered. Taxonomy codes not
on this list cannot be entered into the system. If an exact match cannot be found, choose the
taxonomy code that best identifies your current specialty.

Taxonomy Code: Actions:

363LW0102X Edit

Q Add

State Licensing Information

To enter your license information, select the state and enter the license number in the fields below.
Select the "Add" button to save the information to the profile. This will allow you to enter another
license if necessary. Enter each state and license number separately until all licenses have been
added. You must enter at least one license number; you may add a total of 52 license numbers.

License State: License Number: Actions:

Maryland 1234 Edit
é Add

Cancel Back
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Step 6: At this point in registration, you may nominate an individual to serve as your authorized
representative within the Open Payments system. By default, “Designate an Authorized Representative”
will be selected. A physician cannot be his or her own authorized representative.

To designate an authorized representative, enter the required information. You will also be asked to
select the access level for the authorized representative. Authorized representative access levels are
explained in depth in Section 3.4a. The access levels are also summarized on the page. When you are
finished, select the “Continue” button.

You do not need to designate an authorized representative during initial registration and may do so
later. If you choose not to designate an authorized representative currently, select “Not Now” and then
select the “Continue” button. For instructions on how to nominate an authorized representative after
registration is complete, see Section 3.5a.

Figure 36: Nominate a Physician Authorized Representative Page

Open Payments (Sunshine Act)

Physician: Authorized Representative
Create Profile

A field with an asterisk (*) is required.

" Select Profile Type A physician may designate an authorized representative to take certain actions on his or her behalf in the Open
Payments system. This person can be another physician, an office manager, a practice manager, or any other
@ Personal Information person the physician wants to designate
Physician Details The nominated authorized representative will receive an email stating that he or she has been nominated for the
Authorized Representative role. The nominated individual must accept this role in the Open Payments system to become an authorized
@ Review and Submit Profile representative. If the nominee does not accept the role, the physician may nominate another person. The

nominee will have 10 days to accept or reject the role. The nomination will expire if the nominee does not
respond within 10 days.

Access the Open Payments . .. . L

User Guide [p%?:‘ QS_‘; MB] Nominate the Physician Authorized Representative in the Open
Payments System

Meed help with the website? . o o I ; ) .
Contact Us by email You can nominate an individual now by providing the nominee’s information below or later via the physician

profile page in the Open Payments system.

Review the Open Payments
Privacy Policy [PDF, 102 KB]

N

Note: physician authorized representative nominees must register in the CMS Enterprise Identity Management
(EIDM) system for login credentials before he or she can log into Open Payments and take action on the
nomination. If the nominee accepts the role, he or she will then be prompted to create an individual profile in the
Open Payments system

“Designate an authorized representative?
ﬁ Not now v

Cancel Back Continue
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Step 7: Review the information entered. Select the “Back” button at the bottom of the page to go back

and edit any information. Once you have reviewed the information and determined it to be correct,
select “Submit.”

Figure 37: Review and Submit Profile Page

Open Payments (Sunshine Act)

Review and Submit Profile

Review the information on this page to ensure it is correct. Select “Back” to navigate to the previous pages to
correct any invalid information. Select “Submit Profile” to submit your profile.

Create Profile

«" Select Profile Type
eeralinionnaion Personal Information
Physician Details

Authorized Representative Name: Karen Miller

@ Review and Submit Profile Business Email Address: openpayments@yopmail.com

Business Telephone Number: 555-555-5555
Access the Open Payments

User Guide [PDF] Practice Name:

Practice Business Address: 7500 Security Blvd.
Need help with the website? Baltimore, Maryland 21244
Contact Us by email us

Review the Open Payments . c
Privacy Po|icyp[PDFJ g Physician Information

B~y

Primary Type:

Medical Doctor

National Provider Identifier (NPI): 1111111111
Drug Enforcement Administration (DEA) Number:

Taxonomy Codes:
207QS1201X - Allopathic & Osteopathic Physicians|Family Medicine|Sleep Medicine

State Licenses: Maryland - 12345

Cancel Back
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The following message will appear on-screen to confirm your profile has been successfully created. If
you have chosen to delegate someone to be an authorized representative, an email notification with a
nomination ID will be sent to that individual.

Figure 38: Success Confirmed Page

Create Profile

«" Select Profile Type
«" Physician Information
" Authorized Representative

+" Review and Submit Profile

User Guide [PDF, 28.8 MB]

Need help with the website?
Contact Us by email

L» Access the Open Payments
?

Review the OPEI’I Payments
a Privacy Policy [PDF, 102 KB]

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Success Confirmed

You have successfully created a physician profile for Karen Miller.

You may now:
« Go to Open Payments Home

- Refer to the Open Payments User Guide [PDF, 28.8 MB] for further information

Note: You will not be able to take any actions in the Open Payments system related to this profile

until your identity as a physician is successfully vetted. This vetting process should be completed
within 24 hours.

If you are not successfully vetted, contact the Open Payments Help Desk by email at
openpaymenis@cms.hhs.gov or by telephone at 855-326-8366. More information on vetting is
available in the Open Payments User Guide [PDF, 28.8 MB].

For help obtaining a PDF viewer, go to the CMS .gov Help page

3.3b: Creating a profile as a Physician for a User with another Role (Returning System Users)
If you are creating a profile as a physician and you are already affiliated with a reporting entity or
teaching hospital in the Open Payments system, follow the steps below.
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Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and
navigate to the Open Payments home page. Select the “Switch User Type” link above the menu bar on
the Open Payments home page.

Figure 39: Open Payments System Landing Page for Returning System User

Open Payments (Sunshine Act)

ITeaching Hospital Switch UserTypeI

") @ & ) ©)

Manage Teaching

Home Review and Dispute Hospitals

My Profile Utilities Messages Resources

User Guide [PDF]

Welcome to the Open Payments System

Need help with the website?

Announcements Contact Us by email

Program Year 2018 Review and Dispute Period Open -

The Review and Dispute period is open starting April 1, 2019. During this period, reporting entities
may receive disputes from covered recipients and should work with them directly to resolve the
disputes. Physicians and teaching hospitals may review data about them and initiate disputes until
May 15, 2019. After that, reporting entities have an additional 15-day correction period to make
corrections to disputed data as needed. Records with unresolved disputes at the end of the
correction period will be identified in the published data as disputed. Changes to records after the
correction period will be included in future data publications.

Review the Open Payments
Privacy Policy [PDF]

@ Access the Open Payments
?

Visit the Open Payments websile at hitps://www.cms.gov/openpayments for information. For
questions, contact the Open Payments Help Desk by email at openpayments@cms.hhs.gov or by
phone at 1-855-326-8366. For the TTY line, call 1-844-649-2766.

You can manage your user profile and perform the actions associated with your profile

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 fo 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments conceming the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850
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Step 2: On the “Open Payments Registration” page, under the heading “Select a User Type” select the
“Physician or Non-Physician Practitioner” radio button. Select the “Switch” button. If you decide you do

not want to change user types, or you selected “Switch User Type” by accident, select “Cancel and Go
Back.”

Note: Changes made here will not automatically update user’s profile information in his/her other
CMS accounts.

Figure 40: Select User Type Page

Open Payments

Select a User Type

You have roles for more than one user type. Please select profile type

O Applicable Manufacturer or Group Purchasing Organization

CTeaching Hospital

Cancel and Go Back || Switch
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Step 3: Select the “Create My Profile” button to create the Physician profile. Follow the steps in Section
3.3a to complete Physician registration.

Figure 41: Open Payments System Landing Page for First-Time System Users

Open Payments (Sunshine Act)

Access the Open Payments
User Guide

Welcome to the Open Payments
System

Need help with the website?
Contact Us by email

P~

Our records indicate that you have not yet registered in the Open ¢
Payments system. Before you can perform any actions in the system, you reate
must irst create your profile and complete the registration process. My Profile T —
Privacy Policy [PDF]
Getting Started 'Q\
Open Payments is a national disclosure program that promotes transparency by publishing information A
about the financial relationships between applicable manufacturers and applicable group purchasing :
organizations (GPOS) and healthcare providers (physicians, non-physician practitioners, and teaching LA \

hospitals) on a publicly accessible website. The Open Payments system requires the annual reporting of
these refationships to CMS (42 CFR Parts 402 and 403).

Registering in the Open Payments System
To perform actions in the system, you must register and associate yourself with an applicable | .
manufacturer or applicable GPO, physician, non-physician practitioner, or teaching hospital.

‘The user with provider type of Physician Assistant, Nurse Practitioner, Clinical Nurse Specalist, Certified
Registered Nurse Anesthetist or Anesthesiologist Assistant, or Certified Nurse-Midwife are referred to as
a Non-Physician Practitioner In the Open Payments system.

Applicable and app group purchasing are referred to as "reporting
entities”.

Reporting Entities

If the reporting entity is not registered in the Open Payments system, it must be registered by an
individual holding a leadership fole within the entity, such as Chief Executive Officer, Chief Financial
Officer, Chief Compliance Officer, or equivalent. If you register a reporting entity, you will also register
Yourself in the system during the registration process.

If the entity is already registered in the Open Payments, you may nominate yourself for a user role for
the entty. Your seft-nomination must be approved by an officer of the reporting entity before you can
perform actions associated with the requested role.

I you received an email from Open Payments notifying you that you have been nominated for a user
ole with a reporting entity, you can proceed to register yourself and accept or reject the role.

Physicians
Physicians should select the "Physician or Non-Physician Practitioner” option when registering.

Registration is the only means by which a physician can review records associated with them, and
dispute them, if necessary, in the Open Payments system prior to the records’ publication. However,
physicians are not required to register in the Open Payments system

If you are an office manager or other individual who wishes to serve as a physician's authorized
representative, contact the physician and ask him or her to nominate you for that role. Once the
physician nominates you, you will receive an email with instructions for accepting or rejecting the role.

Non-Physician Practitioners

Physician Assistants, Nurse Practitioners, Clinical Nurse Specialists, Certified Registered Nurse
Anesthetist o Anesthesiologist Assistant, or Certified Nurse-Midwives, should select the "Physician or
Non-Physician Pracitioner” option when registering.

Registration s the only means by which a non-physician practitioner can review records assodiated with
them, and if necessary dispute them in the Open Payments system prior to the records’ publication.
Non-physician practitioners are not required to register in the Open Payments system. If you are an
office manager or another individual who wishes to serve as a non-physician practitioner's authorized
representative, contact the non-physician practitioner and ask him or her to nominate you for that role.
Once the non-physician praciitioner nominates you, you wil receive an email with instructions for
‘accepting or rejecting the role.

Teaching hospitals (only those identified on the CMS-approved list)

Registration is the only means by which teaching hospital offiials can review records associated with
the hospital(s) they represent, and if necessary dispute them, prior to the records’ publication. Teaching
hospitals are not required to register In the Open Payments system.

Acomplete ist of teaching hospitals by Program Year can be found on the CMS Open Payments
website.

Ifthe teaching hospital is registered in the Open Payments system, you can nominate yourself to fulfll a
role for a teaching hospital. Al self-nominations must be approved by an authorized official of the
teaching hospital before the user can perform actions associated with their user role. If the teaching
hospital is not registered In the Open Payments system, you may register the teaching hospital and
create your individual user profile if you have not already done so.

‘You may register a teaching hospial for the current Program Year or, f the hospital cannot be found in
the current Program Year list, you may register itfor a previous Program Year.

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a
collestion of information unless it displays a valid OMB control number. The OMB control number
for this information collection Is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security.
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.

3.3c: Physician Vetting

Vetting is the process of verifying a physician’s identity. This is done to ensure that the physicianis a
valid covered recipient and to aid in the matching of submitted payments to the corresponding
physicians. All physicians registering in the Open Payments system will be vetted. Vetting occurs once
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the physician has submitted his or her profile to the Open Payments system. The physician profile is not
considered complete until the vetting process has been successfully completed.

The vetting process will typically require little action from the user to complete it. Once the physician
submits the physician user profile, the vetting process begins. The process will attempt to vet the
physician using the information provided in the physician profile, so it is important for the physician to
provide as much information as possible to aid in the vetting process. Particularly important are the
physician’s first and last name, NPI (if physician has an NPI), state license information, and primary type.
The Open Payments system will match physician information against multiple data sources. Note: If the
physician has an NPI but neglects to provide it they will not be able to successfully complete vetting.

If the vetting fails, the physician will have the opportunity to correct the information in his or her profile
and resubmit the profile for vetting. The physician may update his or her profile as many times as
necessary to successfully complete vetting.

If the physician does not successfully pass vetting despite all of the information provided in the physician
profile being correct to the best of his or her knowledge, or the physician requires assistance with
successfully vetting their profile, contact the Open Payments Help Deskat 1-855-326-8366. For the TTY
line, call 1-844-649-2766.

The automatic vetting process normally takes less than 24 hours, though it could take longer depending
upon the completeness of the information provided by the user and the number of physicians
undergoing vetting at the same time.

Once vetting is successful, you will not be able to change the name or NPI referenced in your profile. If
edits to either of these fields is required after successful vetting, contact the Open Payments Help Desk
at 1-855-326-8366 for assistance. CMS encourages physicians to register and begin the vetting process
as early as possible to allow sufficient time for vetting to be completed.

Note: If a physician profile is modified, the profile will undergo vetting again.

3.3d: Creating a profile as an NPP (First Time System Users)
If you are registering as a NPP and are a first-time user in the Open Payments system, follow the steps
below.

Note: If you are a NPP who works in a teaching hospital and wish to see data related to you in your
capacity as an NPP, select the “Physician or Non-physician practitioner” option when registering. If
you are a NPP who works in a teaching hospital and wish to represent that teaching hospital as an
authorized official or authorized representative, follow the instructions in Section 3.3g for registering
a teaching hospital.

Note that if you select the “Teaching Hospital” option when registering, you will only be able to view
payments made to the teaching hospital you are associating yourself with. If you wish to see data
related to you as a NPP, register a second time and select the “Physician or Non-Physician Practitioner”
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option. You may be registered for both options and can alternate between NPP and teaching hospital
profiles using the “Switch User” functionality described in Section 3.3j.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and
navigate to the Open Payments home page. Select the Application link.

Figure 42: Open Payments Home Screen

CMS.gov |My Enterprise Portal

o SusanJones w @ Help @ Log Out

My Portal

A [=c

Open Payments Request/Add Apps

Application

The on-screen text contains important information regarding the registration process. Read the on-
screen text and select “Create My Profile” when you are ready to begin the registration process.

Figure 43: Open Payments Landing Page For First-Time System Users

| Open Payments (Sunshine Act)

» Access the Open Payments
;Vel::ome to the Open Payments o el
stem
y ? Need help with the website?
Our records indicate that you have not yef registered in the Cpen e t Contact Us by email
Payments system, Before you can perform any actions fn the system, rea e
you must first create your profile and complete the registration process My Profile a Review the Open Payments

Privacy Policy [PDF, 102 KB]

Beere——
ALAASALSASASASSASASL LSS DDS AASSASSSSSASASS DA RS SNBSS SASABADRS B ABADSSSSSESSSSSS S
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Step 2: The on-screen text contains important information regarding creating the NPP profile. Read the
on-screen text and select the link to the quick reference guide “Required Fields for Registration” for a
list of information required during registration. Select “Start Profile” at the bottom of the page when
you are ready to continue.

Figure 44: Create My Profile Page

Open Payments (Sunshine Act)

Create Profile
Create Profile

To begin creating a profile and registering in the Open Payments system, you must identify your affiliation

(@ Select Profile Type with an applicable manufacturer, applicable group purchasing organization (GPO), teaching hospital,
physician, or non-physician practitioner. Users with provider type of Physician Assistant, Nurse
@ Register Entity Practitioner, Clinical Nurse Specialist, Certified Registered Nurse Anesthetist or Anesthesiologist
Assistant, or Certified Nurse-Midwife are called Non-Physician Practitioner in the Open Payments
@ Personal Information s
ystem.
@ Review and Submit Profile If the applicable manufacturer, applicable GPO, teaching hospital, physician, or non-physician practitioner
has not registered in the Open Payments system, you may register them and then yourself.
» Access the Open Payments For reporting entities, prior to beginning registration, collect the information required for reporting entity
L« User Guide registration, then proceed with the registration process.
? Need help with the website? For.rlep(t).mng teHaoi:\Inhg t.lofspilal,t.physician,;; non-phys(;cian practtwlwon.elr rig\str;twon prior l;) biﬁ\:r:ling
[ Contact Us by email registration, collect the information required for covered recipient registration, then proceed with the

registration process.

a Review the Open Payments

Privacy Policy [PDF] If the applicable manufacturer, applicable GPO, teaching hospital, physician, or non-physician practitioner

has already been registered in the Open Payments system and you have not affiliated with them in the
Open Payments system, you may:
« Ask a user already affiliated with the reporting entity or covered recipient to nominate you for a
user role; or

« Create a personal profile and request a role with the reporting entity or covered recipient user. Note
that users who wish to associate themselves with physicians or non-physician practitioner must be
nominated by the physician or non-physician practitioner.

Required Information
Fields for required information are marked with an asterisk.

Itis important that you have all required information available when you begin because registration must
be completed in one session. A registration session will time out after 30 minutes of inactivity. If that
oceurs, all information entered during that session will be lost.

Alist of required information is available in the "Required Information for Registration" quick reference
guide [PDF] . This QRG is also available on the Resources page of the Open Payments website.

Registering as a Physician or a Teaching Hospital

If you are a physician who works at a teaching hospital and wish to see data related to you in your
capacity as a physician, select the “Physician or Non-Physician Practitioner” option when registering.
Registering as a user affiliated with a teaching hospital will allow you to see only data related to that
teaching hospital and not your records. You may register as both a physician and a user affiliated with a
teaching hospital if needed.

Physicians should register themselves in the Open Payments system and not delegate this task to
another individual

Registering as a Non-Physician Practitioner

If you are registering as a Physician Assistant, Nurse Practitioner, Clinical Nurse Specialist, Certified
Registered Nurse Anesthetist or Anesthesiologist Assistant, or Certified Nurse-Midwife, select the
"Physician or Nen-Physician Practitioner" option when registering. If you are a Physician Assistant, Nurse
Practitioner, Clinical Nurse Specialist, Certified Registered Nurse Anesthetist or Anesthesiologist
Assistant, or Certified Nurse-Midwife who works at a teaching hospital and wish to see data related to
you in your capacity as a non-physician practitioner, select the “Physician or Non-Physician Practitioner”
option when registering.

When you are ready to begin registration, select “Start Profile.”

Cancel
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Step 3: Select the profile type “Physician or Non-physician Practitioner” and select the “Continue”
button.

Figure 45: Select Profile Type Page

Open Payments (Sunshine Act)

Select Profile Type
Create Profile
Afield with an asterisk (*) is required.

© Select Profile Type If you received a nomination |D and/or registration ID in an email notifying you of your nomination for a user role,

begin creating your profile by selecting the “I have a Nomination ID and/or a Registration ID” link.
Register Enti
® 9 . If you did not receive a nomination ID and/or a registration 1D in an email, begin creating your profile by

@ Personal Information indicating whether you are a reporting entity or covered recipient.

@ Review and Submit Profile Note: If you are a physician who works at a teaching hospital and wish to see data related to you in your
capacity as a physician, select the “Physician or Non-Physician Practitioner” option when registering.
Registering as a user affiliated with a teaching hospital will allow you to see only data related to that teaching

» Access the Open Payments hospital and not your records. You may register as both a physician and a user affiliated with a teaching hospital
L; User Guide if needed.

Need help with the website? If you have any questions regarding the user type you should register as, please contact the Open Payments
? Contact Us by emall Help Desk openpayments@cms.hhs.gov for guidance.

Review the Open Payments *Required: Select the type of entity or covered recipient you are affiliated with OR the "l have a
a Privacy Policy [PDF] Nomination ID and/or a Registration ID" link. @

O Applicable manufacturer or applicable group purchasing organization (GPO)
@ Physician or Non-Physician Practitioner

O Teaching hospital

OR

1 have a Nomination ID and/or a Registration ID

Cancel Continue
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Step 4: Enter your personal information. All required fields will be marked with an asterisk (*). All
required fields must be entered to proceed with the profile. You may register with foreign address by
selecting “Country” field drop down value other than “United States”.

If you are registered with the National Plan and Provider Enumeration System (NPPES), ensure that you
enter your name exactly as it is in NPPES.

When done, select the “Continue” button.

Note: Selecting the “Cancel” button will cause you to lose all data entered.

Figure 46: Covered Recipient Personal Information Page

Open Payments (Sunshine Act)

Covered Recipient: Personal Information
Create Profile

Afield with an asterisk (*) is required.

+ Select Profile Type Provide personal and business information below to create the physician or non-physician practitioner profile.
@ T — The first name and last name fields have been prepopulated from your CMS Identity Management System (IDM)
profile. You may edit these fields as needed. However, changing this information in Open Payments will not
@ Review and Submit Profile change the corresponding information in your IDM profile.
If you are registered with the National Plan & Provider Enumeration System (NPPES) or the Provider
I Access the Open Payments Enroliment, Chain and Ownership System (PECOS), the information you enter here must match the
L User Guide [PDF] information in those systems for your registration to be successful.
Note that once a physician or non-physician practitioner profile has been successfully matched using CMS
Need help with the website? .
7 " resources (vetted), the fields prepopulated by IDM data will no longer be editable. If you need to modify these
[4 Contact Us by email

fields after they have become non-editable, contact the Open Payments Help Desk

a Review the Open Payments openpayments@cms.hhs.gov for assistance.

Privacy Policy [PDF]

Your Name

*First Name: Middle Name:
Karen

*Last Name: Suffix (Jr., Sr., etc.):
Miller

Business Information

Enter your business information below. If you have multiple practice addresses, enter the primary
practice location.

*Business Email Address:

openpayments@yopmail.com

Practice Name:

Practice Business Address

*Country:
Please Select v

*Practice Business Address, Line 1:
7500 Security Blvd.

Practice Business Address, Line 2:

*City Name: *State:

Baltimore Maryland v
*Zip Code: *Business Telephone Number:
99999 9999 999-999-9999

21244 555-555-5555
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Step 5: Enter your covered recipient details. All required fields will be marked with an asterisk (*).

The National Provider Identifier (NP1) and Drug Enforcement Administration (DEA) Number fields are not
marked as required; however, they must be entered if they have been assigned to you. If you do not
have these identifiers, you can still proceed with registration.

Note the following:

e You can select up to 6 primary types in the “Non-Physician Practitioner Primary Type” multi-
select field.

e The ZIP Code entered by the NPP is validated to ensure it is a valid United States ZIP Code and
that it is within the “State” entered.

e If the NPP has a National Provider Identifier (NPI), enter it exactly as listed in NPPES for the
current calendar year.

e Enter at least one active state license.

e For each license or taxonomy code entered, select the “Add” button to save the information to
the profile. Without selecting the “Add” button, the information will not be saved. NPPs can
register using up to 6 Taxonomy Codes. To update or replace an existing Taxonomy, select the
“Edit” or the “Delete” button.

Refer to the taxonomy code list on the Resources page of the Open Payments website
(https://www.cms.gov/OpenPayments/Resources). Taxonomy codes not on the taxonomy code list
should not be entered. As you begin entering information into the Taxonomy Code field, the system will
provide a list of codes to help guide your entry. If your taxonomy code is not available, select the code
that most closely represents your specialty. Select “Add” after entering each taxonomy code to add it to
your profile.

To enter license information, select the state in which the license is held and enter the license number.
Select the “Add” button to add the license. The license number field may contain up to 25 characters,
including special characters such as hyphens (-). You are required to enter at least one license. If you
input data into the field and select the “Continue” button before selecting the “Add” button, the system
will throw an error message. If you have licenses in more than one state, enter in the first state and
license number and then select “Add.” Repeat until all of your state licenses have been added. You can
enter up to 52 licenses. When you are finished, select the “Continue” button.
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Figure 47: Covered Recipient Details Page

Open Payments (Sunshine Act)

Covered Recipient: Details
Create Profile
Afield with an asterisk (*) is required.

«" Select Profile Type Enter the required covered recipient information below.

@ Personal Information ‘You must provide your National Provider Identifier (NP1) if you have one.

Covered Recipient Details
Authorized Representative Covered Reci
@ Review and Submit Profile

ient Identification

*Covered Recipient Type

Non-Physician Practitioner v

*Non-Physician Practitioner Primary Type:

Need help with the website? Physician Assistant

Contact Us by email Nurse Practitioner

Clinical Nurse Specialist

Certified Registered Nurse Anesthetist
Certified Nurse-Midwife
Anesthesiologist Assistant

Review the Open Payments
Privacy Policy [PDF]

» Access the Open Payments
L« User Guide [PDF]
H
National Provider Identification (NPI):
This is a 10-digit number
RARRRR RN

Drug Enforcement Administration (DEA) Number:
This is a 9-digit alphanumeric ID

Taxonomy Codes

Covered Recipient Taxonomy Code is a lookup field. Start typing a taxonomy code and the system
will display a list of taxonomy codes that begin with the characters you have entered. Select the
most accurate code and select the "Add” button. This will save the entered code and allow you to
enter another taxonomy code if necessary. Repeat until all your taxonomy codes are entered. You
may enter up to six taxonomy codes. Any previously entered taxonomy codes may be edited or
deleted by selecting the “Edit” or “Delete” buttons. At least one taxonomy code must be selected to
continue the registration.

Refer to the Taxonomy/Specialty Lookup Document available on the Resources page of the Open
Payments website for the complete list of taxonomy codes that can be entered. Taxonomy codes not
on this list cannot be entered into the system. If an exact match cannot be found, choose the
taxonomy code that best identifies your current specialty.

Taxonomy Code: Actions:

363LW0102X Edit

ﬁ Add

State Licensing Information

To enter your license information, select the state and enter the license number in the fields below.
Select the "Add" button to save the information to the profile. This will allow you to enter another
license if necessary. Enter each state and license number separately until all licenses have been
added. You must enter at least one license number; you may add a total of 52 license numbers.

License State: License Number: Actions:

Maryland 1234 Edit
# Add

Cancel Back
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Step 6: At this point in registration, you may nominate an individual to serve as your authorized
representative within the Open Payments system. By default, “Designate an Authorized Representative”
will be selected. A NPP cannot be his or her own authorized representative.

To designate an authorized representative, enter the required information. You will also be asked to
select the access level for the authorized representative. Authorized representative access levels are
explained in depth in Section 3.4b. The access levels are also summarized on the page. When you are
finished, select the “Continue” button.

You do not need to designate an authorized representative during initial registration and may do so
later. If you choose not to designate an authorized representative currently, select “Not Now” and then
select the “Continue” button. For instructions on how to nominate an authorized representative after
registration is complete, see Section 3.5a.

Figure 48: Nominate a NPP Authorized Representative Page

Open Payments (Sunshine Act)

_ Non-Physician Practitioner: Authorized
Create Profile Representative

«" Select Profile Type Afield with an asterisk (*) is required.

A non-physician practitioner may designate an authorized representative to take certain actions on his or her
behalf in the Open Payments system. This person can be another non-physician practitioner, an office manager,

Non-Physician Practitioner a practice manager, or any other person the non-physician practitioner wants to designate.
Details

Authorized Representative
@ Review and Submit Profile

(@ Personal Information

The nominated authorized representative will receive an email stating that they have been nominated for the
role. The nominated individual must accept this role in the Open Payments system to become an authorized
representative. The nominee will have 10 days to accept or reject the role. The nomination will expire if the
nominee does not respond within 10 days. If the nominee rejects the role or does not accept the role within the
allotted 10 days, the non-physician practitioner may nominate another person.

dezr (AR Nominate the Non-Physician Practitioner Authorized Representative in

the Open Payments System

Need help with the website?
Contact Us by emalil You can nominate an individual now by providing the nominee's information below or later via the non-physician

practitioner profile page in the Open Payments system.
Review the Open Payments
Privacy Policy [PDF] Note: Non-physician practitioner authorized representative nominees must register in the CMS Identity

Management (IDM) system for login credentials before they can log into Open Payments and take action on the
nomination. If the nominee accepts the role, they will then be prompted to create an individual profile in the
Open Payments system.

@ Access the Open Payments
?

*Designate an authorized representative?

q Not now v

Cancel Back Continue
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Step 7: Review the information entered. Select the “Back” button at the bottom of the page to go back
and edit any information. Once you have reviewed the information and determined it to be correct,

select “Submit.”

Figure 49: Review and Submit Profile Page

Create Profile

«" Select Profile Type

«" Personal Information

Non-Physician Practitioner
Details
Authorized Representative

@ Review and Submit Profile

Access the Open Payments
User Guide [PDF]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF]

D~ g

Open Payments (Sunshine Act)

Review and Submit Profile

Review the information on this page to ensure it is correct. Select “Back” to navigate to the previous pages to
correct any invalid information. Select “Submit Profile” to submit your profile.

Personal Information

Name: Karen Miller

Business Email Address: openpayments@yopmail.com
Business Telephone Number: 555-555-5555

Practice Name:

Practice Business Address: 7500 Security Blvd.
Baltimore, Maryland 21244
us

Non-Physician Practitioner Information

Primary Type:
Physician Assistant
National Provider Identifier (NPI):

Drug Enforcement Administration (DEA) Number:

Taxonomy Codes:
363LF0000X - Physician Assistants & Advanced Practice Nursing Providers|Nurse
Practitioner|Family

State Licenses: MD-1234567

Cancel Back
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The following message will appear on-screen to confirm your profile has been successfully created. If
you have chosen to delegate someone to be an authorized representative, an email notification with a
nomination ID will be sent to that individual.

Figure 50: Success Confirmed Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Success Confirmed

You have successfully created a Non-Physician Practitioner profile for Rashid Khalil.

Create Profile

« Select Profile Type You may now:

«” Non-Physician Practitioner Details * Goto Open Payments Home

« Refer to the Open Payments User Guide [PDF] for further information
«" Authorized Representative

Note: You will not be able to take any actions in the Open Payments system related to this profile
until your identity as a Non-Physician Practitioner is successfully vetted. This vetting process should
be completed within 24 hours.

«" Review and Submit Profile

r_,» Access the Open Payments If you are not successfully vetted, contact the Open Payments Help Desk by email at
User Guide [PDF] openpaymenis@cms.hhs.gov or by telephone at 855-326-8366. More information on vetting is
available in the Open Payments User Guide [PDF].
? Need help with the website? - )
[ Contact Us by email For help obtaining a PDF viewer, go to the CMS.gov Help page.

Review the Open Payments
a Privacy Policy [PDF]

3.3e: Creating a profile as an NPP for a User with another Role (Returning System Users)
If you are registering as a NPP and you are already affiliated with a reporting entity or teaching hospital
in the Open Payments system, follow the steps below.
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Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and
navigate to the Open Payments home page. Select the “Switch User Type” link above the menu bar on
the Open Payments home page.

Figure 51: Open Payments System Landing Page for Returning System User

Open Payments (Sunshine Act)

ITeaching Hospital Switch UserTypeI

") @ & ) ©)

Manage Teaching

Home Review and Dispute Hospitals

My Profile Utilities Messages Resources

User Guide [PDF]

Welcome to the Open Payments System

Need help with the website?

Announcements Contact Us by email

Program Year 2018 Review and Dispute Period Open -

The Review and Dispute period is open starting April 1, 2019. During this period, reporting entities
may receive disputes from covered recipients and should work with them directly to resolve the
disputes. Physicians and teaching hospitals may review data about them and initiate disputes until
May 15, 2019. After that, reporting entities have an additional 15-day correction period to make
corrections to disputed data as needed. Records with unresolved disputes at the end of the
correction period will be identified in the published data as disputed. Changes to records after the
correction period will be included in future data publications.

Review the Open Payments
Privacy Policy [PDF]

@ Access the Open Payments
?

Visit the Open Payments websile at hitps://www.cms.gov/openpayments for information. For
questions, contact the Open Payments Help Desk by email at openpayments@cms.hhs.gov or by
phone at 1-855-326-8366. For the TTY line, call 1-844-649-2766.

You can manage your user profile and perform the actions associated with your profile

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 fo 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments conceming the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850
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Step 2: On the “Open Payments Registration” page, under the heading “Select a User Type” select the
“Physician or Non-Physician Practitioner” radio button. Select the “Switch” button. If you decide you do

not want to change user types, or you selected “Switch User Type” by accident, select “Cancel and Go
Back.”

Note: Changes made here will not automatically update user’s profile information in his/her other
CMS accounts.

Figure 52: Select User Type Page

Open Payments

Select a User Type

You have roles for more than one user type. Please select profile type

O Applicable Manufacturer or Group Purchasing Organization

(O Teaching Hospital

Cancel and Go Back || Switch
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Step 3: Select the “Create My Profile” button to create the NPP profile. Follow the steps in Section 3.3d
to complete NPP registration.

Figure 53: Open Payments System Landing Page for First-Time System Users

Open Payments (Sunshine Act)

Access the Open Payments
User Guide

Welcome to the Open Payments
System

Need help with the website?
Contact Us by email

P~

Our records indicate that you have not yet registered in the Open ¢
Payments system. B u can perform any actions in the system, you reate
must irst create your profile and complete the registration process. My Profile T —
Privacy Policy [PDF]
Getting Started 'Q\
Open Payments is a national disclosure program that promotes transparency by publishing information A ¢
about the financial relationships between applicable manufacturers and applicable group purchasing :
organizations (GPOS) and healthcare providers (physicians, non-physician practitioners, and teaching LA \

hospitals) on a publicly accessible website. The Open Payments system requires the annual reporting of
these refationships to CMS (42 CFR Parts 402 and 403).

Registering in the Open Payments System
To perform actions in the system, you must register and associate yourself with an applicable | .
manufacturer or applicable GPO, physician, non-physician practitioner, or teaching hospital.

‘The user with provider type of Physician Assistant, Nurse Practitioner, Clinical Nurse Specalist, Certified
Registered Nurse Anesthetist or Anesthesiologist Assistant, or Certified Nurse-Midwife are referred to as
a Non-Physician Practitioner In the Open Payments system.

Applicable and app group purchasing are referred to as "reporting
entities”.

Reporting Entities

If the reporting entity is not registered in the Open Payments system, it must be registered by an
individual holding a leadership fole within the entity, such as Chief Executive Officer, Chief Financial
Officer, Chief Compliance Officer, or equivalent. If you register a reporting entity, you will also register
Yourself in the system during the registration process.

If the entity is already registered in the Open Payments, you may nominate yourself for a user role for
the entty. Your seft-nomination must be approved by an officer of the reporting entity before you can
perform actions associated with the requested role.

If you received an email from Open Payments notifying you that you have been nominated for a user
role with a reporting entity, you can proceed to register yourself and accept o reject the role.
Physicians

Physicians should select the "Physician or Non-Physician Practitioner” option when registering.
Registration is the only means by which a physician can review records associated with them, and
dispute them, if necessary, in the Open Payments system prior to the records’ publication. However,
physicians are not required to register in the Open Payments system

If you are an office manager or other individual who wishes to serve as a physician's authorized
representative, contact the physician and ask him or her to nominate you for that role. Once the
physician nominates you, you will receive an email with instructions for accepting or rejecting the role.

Non-Physician Practitioners

Physician Assistants, Nurse Practitioners, Clinical Nurse Specialists, Certified Registered Nurse
Anesthetist o Anesthesiologist Assistant, or Certified Nurse-Midwives, should select the "Physician or
Non-Physician Pracitioner” option when registering.

Registration s the only means by which a non-physician practitioner can review records assodiated with
them, and if necessary dispute them in the Open Payments system prior to the records’ publication.
Non-physician practitioners are not required to register in the Open Payments system. If you are an
office manager or another individual who wishes to serve as a non-physician practitioner's authorized
representative, contact the non-physician practitioner and ask him or her to nominate you for that role.
Once the non-physician praciitioner nominates you, you wil receive an email with instructions for
‘accepting or rejecting the role.

Is (only those identified on the CMS-approved list)

Teaching hospi
Registration is the only means by which teaching hospital offiials can review records associated with
the hospital(s) they represent, and if necessary dispute them, prior to the records’ publication. Teaching
hospitals are not required to register In the Open Payments system.

Acomplete ist of teaching hospitals by Program Year can be found on the CMS Open Payments
website.

Ifthe teaching hospital is registered in the Open Payments system, you can nominate yourself to fulfll a
role for a teaching hospital. Al self-nominations must be approved by an authorized official of the
teaching hospital before the user can perform actions associated with their user role. If the teaching
hospital is not registered In the Open Payments system, you may register the teaching hospital and
create your individual user profile if you have not already done so.

‘You may register a teaching hospial for the current Program Year or, f the hospital cannot be found in
the current Program Year list, you may register itfor a previous Program Year.

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a
collestion of information unless it displays a valid OMB control number. The OMB control number
for this information collection Is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security.
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.

3.3f: NPP Vetting

Vetting is the process of verifying an NPP’s identity. This is done to ensure that the NPP is a valid

covered recipient and to aid in the matching of submitted payments to the corresponding NPPs. All NPPs
registering in the Open Payments system will be vetted. Vetting occurs once the NPP has submitted his
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or her profile to the Open Payments system. NPP registration is not considered complete until the
vetting process has been successfully completed.

The vetting process will typically require little action from the user to complete it. Once the NPP submits
the NPP user profile, the vetting process begins. The process will attempt to vet the NPP using the
information provided in the NPP profile, so it is important for the NPP to provide as much information as
possible to aid in the vetting process. Particularly important are the NPP’s first and last name, NPI (if
NPP has an NPI), state license information, and primary type. The Open Payments system will match
NPP information against multiple data sources. Note: If the NPP has an NPI but neglects to provide it
they will not be able to successfully complete vetting.

If vetting fails, the NPP will have the opportunity to correct the information in their profile and resubmit
the profile for vetting. The NPP may update their profile as many times as necessary to successfully
complete vetting.

If the NPP does not successfully pass vetting despite all of the information provided in the NPP profile
being correct to the best of his or her knowledge, or the NPP requires assistance with successfully
vetting their profile, contact the Open Payments Help Desk at 1-855-326-8366. For the TTY line, call 1-
844-649-2766.

The automatic vetting process normally takes less than 24 hours, though it could take longer depending
upon the completeness of the information provided by the user and the number of NPPs undergoing
vetting at the same time.

Once vetting is successful, you will not be able to change the name or NPI referenced in your profile. If
edits to either of these fields are required after successful vetting, contact the Open Payments Help
Desk at 1-855-326-8366 for assistance. CMS encourages NPPs to register and begin the vetting process
as early as possible to allow sufficient time for vetting to be completed.

Note: If a NPP profile is modified, the profile will undergo vetting again.

3.3g: Registering a Teaching Hospital (First Time System User)

If you are a first-time user registering a teaching hospital in the Open Payments system, follow the steps
below. By creating a profile for a teaching hospital, you must take the role of authorized official for the
teaching hospital in the Open Payments system. See Section 3.4b for information on user roles for
teaching hospitals.

Note that a physician or NPP who is employed by a teaching hospital should not register him or herself
with the option “Teaching Hospital” unless he or she will represent the teaching hospital regarding the
data reported by applicable manufacturers and applicable GPOs. Physicians and NPPs who select the
“Teaching Hospital” option when registering will only be able to view payments made to the teaching
hospital they are affiliated with. If you wish to see data related to you as a physician or NPP, register a
second time and select the “Physician or Non-Physician Practitioner” option. Users may be registered for
both “Teaching Hospital” and “Physician or Non-Physician Practitioner” User Type options.

71



Open Payments User Guide for Covered Recipients - January 2024

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and
navigate to the Open Payments home page. The on-screen text contains important information

regarding the registration process. Read the on-screen text and select “Create My Profile” when you are
ready to begin the registration process.

Figure 54: Open Payments System Landing Page for First-Time System Users Top Page View

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

Welcome to the Open Payments
System

Need help with the website?
Our recerds indicate that you have not yel regisiered in the Open

C i Contact Us by email
Payments system. Before you can perform any actions in the system reate
you must first create your profile and complete the regisiration process M}: Profile

Access the Open Payments
User Guide [PDF, 37.3 MB]

Review the Open Payments
Privacy Policy [PDF. 102 KB]

(Ve S L L L L LI LIS Y S
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Step 2: The on-screen text contains important information regarding creating the individual profile. Read
the on-screen text and select the link to the quick reference guide “Required Fields for Registration” for
a list of information required during registration. Select “Start Profile” at the bottom of the page when
you are ready to continue.

Figure 55: Create My Profile Page

Open Payments (Sunshine Act)

Create Profile
Create Profile

To begin creating a profile and registering in the Open Payments system, you must identify your affiliation

(@ Select Profile Type with an applicable manufacturer, applicable group purchasing organization (GPO), teaching hospital,
physician, or non-physician practitioner. Users with provider type of Physician Assistant, Nurse
@ Register Entity Practitioner, Clinical Nurse Specialist, Certified Registered Nurse Anesthetist or Anesthesiologist
Assistant, or Certified Nurse-Midwife are called Non-Physician Practitioner in the Open Payments
@ Personal Information s
ystem.
@ Review and Submit Profile If the applicable manufacturer, applicable GPO, teaching hospital, physician, or non-physician practitioner
has not registered in the Open Payments system, you may register them and then yourself.
» Access the Open Payments For reporting entities, prior to beginning registration, collect the information required for reporting entity
L« User Guide registration, then proceed with the registration process.
? Need help with the website? For.rlep(t).mng teHaoi:\Inhg f.]OfSpllaLt.phySICIaﬂ,;)I; non-phys(;clan practtwlwon.elr rig\str;twon prior l;) biﬁ\:r:llng
[ Contact Us by email registration, collect the information required for covered recipient registration, then proceed with the

registration process.

If the applicable manufacturer, applicable GPO, teaching hospital, physician, or non-physician practitioner
has already been registered in the Open Payments system and you have not affiliated with them in the
Open Payments system, you may:

Review the Open Payments
a Privacy Policy [PDF]

« Ask a user already affiliated with the reporting entity or covered recipient to nominate you for a
user role; or

« Create a personal profile and request a role with the reporting entity or covered recipient user. Note
that users who wish to associate themselves with physicians or non-physician practitioner must be
nominated by the physician or non-physician practitioner.

Required Information
Fields for required information are marked with an asterisk.

Itis important that you have all required information available when you begin because registration must
be completed in one session. A registration session will time out after 30 minutes of inactivity. If that
oceurs, all information entered during that session will be lost.

Alist of required information is available in the "Required Information for Registration" quick reference
guide [PDF] . This QRG is also available on the Resources page of the Open Payments website.

Registering as a Physician or a Teaching Hospital

If you are a physician who works at a teaching hospital and wish to see data related to you in your
capacity as a physician, select the “Physician or Non-Physician Practitioner” option when registering.
Registering as a user affiliated with a teaching hospital will allow you to see only data related to that
teaching hospital and not your records. You may register as both a physician and a user affiliated with a
teaching hospital if needed.

Physicians should register themselves in the Open Payments system and not delegate this task to
another individual

Registering as a Non-Physician Practitioner

If you are registering as a Physician Assistant, Nurse Practitioner, Clinical Nurse Specialist, Certified
Registered Nurse Anesthetist or Anesthesiologist Assistant, or Certified Nurse-Midwife, select the
"Physician or Nen-Physician Practitioner" option when registering. If you are a Physician Assistant, Nurse
Practitioner, Clinical Nurse Specialist, Certified Registered Nurse Anesthetist or Anesthesiologist
Assistant, or Certified Nurse-Midwife who works at a teaching hospital and wish to see data related to
you in your capacity as a non-physician practitioner, select the “Physician or Non-Physician Practitioner”
option when registering.

When you are ready to begin registration, select “Start Profile.”

Cancel
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Step 3: Select the profile type, when finished select the “Continue” button.

Figure 56: Select Profile Type Page

Open Payments (Sunshine Act)

Select Profile Type
Create Profile
Afield with an asterisk (*) is required.

@ Select Profile Type If you received a nomination ID and/or registration ID in an email notifying you of your nomination for a user role,

begin creating your profile by selecting the “| have a Nomination ID and/or a Registration ID” link.
Register Enti
@ 9 = If you did not receive a nomination ID and/or a registration ID in an email, begin creating your profile by

@ Personal Information indicating whether you are a reporting entity or covered recipient.

@ Review and Submit Profile Note: If you are a physician who qus at a teaching hospital and wish to see data related to you in your
capacity as a physician, select the “Physician or Non-Physician Practitioner” option when registering.
Registering as a user affiliated with a teaching hospital will allow you to see only data related to that teaching

» Access the Open Payments hospital and not your records. You may register as both a physician and a user affiliated with a teaching hospital
Lv User Guide if needed.
9 Need help with the website? If you have any guestions re\:gardlng the user tyPe you should register as, please contact the Open Payments
[, Contact Us by email Help Desk openpayments@cms.hhs.gov for guidance.
a Review the Open Payments *Required: Select the type of entity or covered recipient you are affiliated with OR the "l have a
Privacy Policy [PDF] Nomination ID and/or a Registration ID" link. @

O Applicable manufacturer or applicable group purchasing organization (GPO)
O Physician or Non-Physician Practitioner
® Teaching hospital

OR

I have a Nomination ID and/or a Registration ID

Cancel Continue

Step 4: Search for the teaching hospital by selecting the appropriate state, teaching hospital legal name,
teaching hospital business address, and Taxpayer Identification Number (TIN) from the dropdowns and
select “Search.”

If your teaching hospital is not found, select “Register for Prior Program Year” to search for your
teaching hospital in a previous program year. If you can find your teaching hospital only in a prior
program year, you may select the teaching hospital and proceed with registration. For instructions on
registering a teaching hospital for a prior program year, see Section 3.3i.

If your teaching hospital cannot be found in any program year, contact the Open Payments Help Desk at
1-855-326-8366 for assistance.

The name of the hospital selected during registration must be the hospital’s “Doing Business As” name.
In the CMS Teaching Hospital List, the “Doing Business As” name is under the heading of “Hospital
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Name.” (Refer to Section 3.3i for detailed information on registering a teaching hospital for a prior
program year.)

The hospital address selected must be the address listed in the CMS Teaching Hospital List as the
hospital’s “NPPES Business Address.”

Teaching hospitals are pre-populated into the Open Payments system based on the Open Payments
Teaching Hospital List. Teaching hospitals not on this list or prior program year lists will not have
payments or other transfers of value reported about them.

Figure 57: Teaching Hospital Search Page

Open Payments (Sunshine Act)

Teaching Hospital: Search
Create Profile
A field with an asterisk (*) is required.

To register a teaching hospital for the current program year, select the correct information from each of the
dropdown fields below and select the “Search” button. If the teaching hospital is not listed in the search
@ Teaching Hospital: Search results, select the "Register for Prior Program Year" link to register for a prier year.

«" Select Profile Type

For assistance, you can refer to the Teaching Hospital List, available on the Resources page of the Open
Payments website. The Teaching Hospital List contains identifying infermation for all teaching hospitals
@ Review and Submit Profile registered with CMS. The list is updated annually and lists for all program years are available.

@ Personal Information

If you de not find your teaching hospital below or on a Teaching Hospital List, contact the Open Payments

Help Desk at openpayments@cms.hhs.gov for assistance.
Access the Open Payments

User Guide [PDF, 37.3 MB] Note: If you are a physician who works in a teaching hospital and wish to see data associated with you as
a physician, register in Open Payments as a physician. If you are a physician who works at a teaching

Need help with the website? hespital and wish to represent that teaching hospital, proceed with registering the teaching hospital or

Contact Us by email requesting a nomination for a role with a teaching hospital. If you wish to do both, you may register both

as a physician and a teaching hospital, though this cannot be done in the same registration session.
Review the Open Payments
Privacy Pelicy [PDF, 102 KB] Register for Prior Program Year

D~ §

*State Where Teaching Hospital is Located:

ﬁ Maryland v
*Teaching Hospital Doing Business As Name:
ﬁ ABCDE Teaching Hospital v

*Taxpayer Identification Number (TIN):

ﬁ 1234567890 M

*Teaching Hospital Business Address:

ﬁ 7500 Security Bivd., Baltimore MD v

Cancel Back
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Step 5: Review the information displayed on the page. Select the “Continue” button if the information
displayed is the teaching hospital you wish to register. If this is not the correct teaching hospital, select
the “Back” button at the bottom of the page to return to the previous page and re-enter the

information.

Figure 58: Teaching Hospital Search Page Search Results

Open Payments (Sunshine Act)

Create Profile

«" Select Profile Type
@ Teaching Hospital: Search
@ Personal Information

@ Review and Submit Profile

Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

D~ [

Teaching Hospital: Search

A field with an asterisk (*) is required.

To register a teaching hospital for the current program year, select the correct information from each of the
dropdown fields below and select the “Search” button. If the teaching hospital is not listed in the search
results, select the "Register for Prior Program Year" link to register for a prior year.

For assistance, you can refer to the Teaching Hospital List, available on the Resources page of the Open
Payments website. The Teaching Hospital List contains identifying information for all teaching hospitals
registered with CMS. The list is updated annually and lists for all program years are available.

If you do not find your teaching hospital below or on a Teaching Hospital List, contact the Open Payments
Help Desk at openpayments@cms.hhs.gov for assistance.

Note: If you are a physician who works in a teaching hospital and wish to see data associated with you as
a physician, register in Open Payments as a physician. If you are a physician who works at a teaching
hospital and wish to represent that teaching hospital, proceed with registering the teaching hospital or
requesting a nomination for a role with a teaching hospital. If you wish to do both, you may register both
as a physician and a teaching hospital, though this cannot be done in the same registration session.

Register for Prior Program Year

*State Where Teaching Hospital is Located:
Maryland v

*Teaching Hospital Doing Business As Name:
ABCDE Teaching Hospital v

*Taxpayer Identification Number (TIN):
1234567890 v

*Teaching Hospital Business Address:
7500 Security Bid., Baltimore, MD v

Search

Teaching Hospital Search Results

This teaching hospital is not yet registered in the Open Payments system:

ABCDE Teaching Hospital
7500 Security Blvd.,
Baltimore, MD 21244

TIN: 1234567890

To begin registering a teaching hospital, select the "Continue" button.

Cancel Back Continue
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Step 6: Review the information displayed on the page. When complete, select the “Continue” button.

Figure 59: Register Teaching Hospital Page

Create Profile

«" Select Profile Type

@ Teaching Hospital: Search

Register Teaching Hospital
Your Role
Nominate Roles

@ Personal Information

@ Review and Submit Profile
Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

vy

Open Payments (Sunshine Act)

Teaching Hospital: Register Teaching Hospital

Review the teaching hospital information below to ensure this is the teaching hospital you wish to register.

To proceed with registering this teaching hospital, select the “Continue” button. To change your search
criteria and find a different teaching hospital, select the “Back” button.

ABCDE Teaching Hospital

Business Address: Taxpayer Identification Number (TIN):

7500 Security Blvd., 1234567890
Baltimore, MD 21244

Cancel Back Continue
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Step 7: Review the information generated by the system related to your role. You must select the role of
“Authorized Official” for yourself to proceed with registration. Information on teaching hospital user

roles is available in Section 3.4c

First name, last name, email address, and business phone will be pre-populated with information from
your IDM profile. Edit these fields as necessary. All required fields will be marked with an asterisk (*).
You will not be able to proceed with registration until all of the required fields have been entered. When
complete, select the “Continue” button.

Figure 60: Teaching Hospital Your Role Page

Create Profile

«" Select Profile Type

@ Teaching Hospital: Search

Register Teaching Hospital
Your Role
Nominate Roles

@ Personal Information

@ Review and Submit Profile
Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

- IR

Open Payments (Sunshine Act)

Teaching Hospital: Your Role

A field with an asterisk (*) is required.

To register a teaching hospital, you must take the role of authorized official with the teaching
hospital. Enter your personal information below to create your profile and take the role of authorized

official.

Authorized officials are responsible for registering the teaching hospital in the Open Payments
system. Authorized officials may nominate other users, or modify existing user roles. They are also
responsible for approving/denying nominations made by others. and approving/denying requests for

user roles made by others.

Your Role-Related Information

Enter your personal information below.

*First Name:
Karen

*Last Name:
Miller

*Email Address:

openpayments@yopmail.com

Cancel

Middle Name:
Suffix (Jr., Sr., etc.):

*Business Phone:
989-999-9999
555-555-5555
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Step 8: You may choose to nominate additional users to fill the authorized official or authorized
representative roles. To do so, select “Add” to nominate any additional individual(s). If you choose not
to add nominees at this time, select the “Continue” button without adding any nominee information
and proceed to Step 9.

Figure 61: Teaching Hospital Nominate Roles Page

Open Payments (Sunshine Act)

Teaching Hospital: Nominate Roles
Create Profile

A field with an asterisk (*) is required.

‘You can nominate individuals for user roles with the teaching hospital below. The two roles are authorized

" Select Profile Type official and autherized representative.

@ Teaching Hospital: Search + Authorized Official:
Register Teaching Hospital o May review and dispute records associated with the teaching hospital
Your Role

o May nominate individuals for user roles with the teaching hospital
Nominate Roles

. o May approve or medify user role nominations
@ Personal Information

o May deactivate users from the teaching hospital
@ Review and Submit Profile
= Authorized Representative:

o May review and dispute records associated with the teaching hospital

Access the Open Payments

o May nominate individuals for user roles with the teaching hospital
User Guide [PDF, 37.3 MB]

Each nominee will receive an email notifying them of their nomination. The nominee must confirm the role

Need help with the website? or reject the nomination. If the nominee accepts the role, he or she will be prompted to create an individual
CRGIEEILS 0 @zl profile in the Open Payments system. If the nominee does not accept the role, another person may be
nominated.

Review the Open Payments
Privacy Policy [PDF, 102 KB] Nominees must register in Enterprise |dentity Management (EIDM) to obtain login credentials prior to
accepting or rejecting the role in the Open Payments system.

Add Nominee

vy

You may hominate individuals below. An individual can be nominated for only one user role with a
teaching hospital.

Select the "Add" button to open information fields for a nominee. Enter an individual's information in the
fields below and the role for which they are nominated, then select the “Add” button again to save the
information and open another set of information fields. A teaching hospital can have up to 10 active users,
of whom up to five can be 5 authorized officials.

A nominee has 10 calendar days to accept or reject the role. After 10 calendar days, the nomination will
be deactivated.

Role: Name: Business Email: Business Phone Actions:
Number:
Authorized Karen openpayments@yopmail.com 555-555-5555 (YOUu)
Official Miller
Add
Cancel Back Continue

Step 8a: If you selected “Add,” enter the required information for one individual and select either
“Authorized Official” or “Authorized Representative” to nominate the individual for the selected role.
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Information on teaching hospital user roles is available in Section 3.4c. When you have entered the
information, select “Add.” This will add the nominee information to the teaching hospital’s profile, as
well as open another set of information fields to enter an additional nominee.

Repeat the process until you have entered all the individuals you wish to nominate. A teaching hospital
may have up to 10 unique active users, 5 of whom can hold the role of authorized official. When you
have added all the individuals you wish to nominate, select “Continue.”

Each nominated individual will receive an email notifying them of their nomination. The nominee must
confirm or reject the role within 10 calendar days.

You do not have to nominate additional individuals during initial registration. You can nominate
individuals later by updating your teaching hospital profile within the “Manage Teaching Hospitals” tab.
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Figure 62: Teaching Hospital Nominate Roles Page Add Nominee

Open Payments (Sunshine Act)

Teaching Hospital: Nominate Roles
Create Profile
A field with an asterisk (*) is required.

You can nominate individuals for user roles with the teaching hospital below. The two roles are authorized

+/ Select Profile Type official and authorized representative.

@ Teaching Hospital: Search . Authorized Official
Register Teaching Hospital o May review and dispute records associated with the teaching hospital
Your Role

o May nominate individuals for user roles with the teaching hospital
Nominate Roles
@ Personal information o May approve or modify user role nominations
o May deactivate users from the teaching hospital
@ Review and Submit Profile
« Authorized Representative:

o May review and dispute records associated with the teaching hospital

Access the Open Payments o May nominate individuals for user roles with the teaching hospital
User Guide [PDF, 37.3 MB]

Each nominee will receive an email notifying them of their nomination. The nominee must confirm the role

- IS R

Need help with the website? or reject the nomination. If the nominee accepts the role, he or she will be prompted to create an individual
i s Gzl profile in the Open Payments system. If the nominee does not accept the role, another person may be
. nominated.
Review the Open Payments
Privacy Policy [PDF, 102 KB] Nominees must register in Enterprise Identity Management (EIDM) to obtain login credentials prior to
accepting or rejecting the role in the Open Payments system.
Add Nominee

‘You may nominate individuals below. An individual can be nominated for only one user role with a
teaching hospital.

Select the "Add" button to open information fields for a nominee. Enter an individual’s information in the
fields below and the role for which they are nominated, then select the “Add" button again to save the
information and open another set of information fields. A teaching hospital can have up to 10 active users,
of whom up to five can be 5 authorized officials.

A nominee has 10 calendar days to accept or reject the role. After 10 calendar days, the nomination will
be deactivated.

Role: Name:  Business Email: Business Phone  Actions:
Number:

Authorized Karen  openpayments@yopmail.com 555-555-5555 (You)

Official Miller

Nominee Information

*First Name: Middle Name:
Tom
*Last Name: Suffix (Jr., Sr., etc.):
Smith
*Email Address: *Business Phone Number:
999-999-9999
openpayments1@yopmail.com 555-555-5555
*Job Title:
Manager

*Indicate the role this person will have:
* Authorized Official: May access/review data and initiate disputes on records on behalf of the
teaching hospital. May nominate other individuals for user roles or modify existing user roles. They are

also for made by others as well as deactivating users

: May data and initiate disputes on records on behalf of
the teaching hospital. May nominate other individuals for user roles with the teaching hospital.

Business Address:
*Business Address, Line 1:
7500 Security Bivd.

Business Address, Line 2:

*City Name: *State: *Zip Code:
99999 9999
Baltimore Maryland v 21244
Cancel
Cancel Back Continue
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If you entered any nominees, you will see the nominee information displayed on the page. Confirm the

information and when complete select the “Continue” button.

Figure 63: Teaching Hospital Nominate Roles Page with Added Nominees

Create Profile

+" Select Profile Type

@ Teaching Hospital: Search

Register Teaching Hospital
Your Role
Nominate Roles

@ Personal Information

@ Review and Submit Profile
Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

D~ §

Open Payments (Sunshine Act)

Teaching Hospital: Nominate Roles

A field with an asterisk (*) is required.
Confirmation:
= Your nominee has been successfully added.

You can nominate individuals for user roles with the teaching hospital below. The twe roles are authorized
official and authorized representative.

« Authorized Official:
o May review and dispute records associated with the teaching hospital

o May nominate individuals for user roles with the teaching hospital
o May approve or madify user role nominations
o May deactivate users from the teaching hospital

« Authorized Representative:
o May review and dispute recerds associated with the teaching hospital

o May nominate individuals for user roles with the teaching hospital

Each nominee will receive an email notifying them of their neminatien. The nominee must confirm the role
or reject the nomination. If the nominee accepts the role, he or she will be prompted to create an individual
profile in the Open Payments system. If the nominee does not accept the role, another person may be
nominated.

Nominees must register in Enterprise Identity Management (EIDM) to obtain login credentials prior to
accepting or rejecting the role in the Open Payments system.

Add Nominee

You may nominate individuals below. An individual can be nominated for only one user role with a
teaching hospital.

Select the "Add" button to open information fields for a nominee. Enter an individual's information in the
fields below and the role for which they are nominated. then select the “Add” button again to save the
infoermation and open ancther set of information fields. A teaching hospital can have up to 10 active users,
of whom up to five can be 5 authorized officials.

A nominee has 10 calendar days to accept or reject the role. After 10 calendar days, the nomination will
be deactivated.

Role: Name: Business Email: Business Phone Actions:
Number:
Authorized Karen openpayments@yopmail.com  555-555-5555 (YOU)
Official Miller
Authorized Tom openpayments1@yopmail.com 555-555-5555 Edit Delete
Official Smith
Add
Cancel Back Continue

Step 9: Enter your personal information. When finished, select the “Continue” button.
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Figure 64: Personal Information Page

Open Payments (Sunshine Act)

Personal Information
Create Profile
A field with an asterisk (*) is required.

Add the requested personal and business information to your user profile. Some fields are pre-populated.

Select Profil
" Select Profile Type Review pre-populated information for accuracy and correct any invalid information,

«" Teaching Hospital: Search Note that any changes made here will not automatically update your profile information in your other CMS
accounts, such as your Medicare, National Plan & Provider Enumeration System (NPPES) or Enterprise

@ Rersonal tnformation Identity Management (EIDM) accounts.

@ Review and Submit Profile

Your Name
@ Access the Open Payments
User Guide [PDF, 37.3 ME] *First Name: *Last Name:
#)  Needhelp vith the website? Karen Miller
H Contact Us by email
Middle Name: Suffix (Jr., Sr,, etc.):
a Review the Open Payments
Privacy Policy [PDF, 102 KB]

Business Address

*Job Title:

Director

*Business Email Address: *Business Telephone Number:
999-999-9999
openpayments@yopmail.com 555-555-5555

*Business Address, Line 1:
7500 Security Blvd

Business Address, Line 2:
*City Name: *State: *Zip Code:

99999 9999
Baltimore Maryland v 21244

Cancel Back Continue
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Step 10: Review your profile information on the “Review and Submit Profile” page. Select the “Back”
button at the bottom of the page to go back and edit any information. Once you have reviewed the
information and determined it to be correct, select the “Continue” button.

Figure 65: Review and Submit Profile Page

Create Profile

«" Select Profile Type
«" Teaching Hospital: Search
+" Personal Information

@ Review and Submit Profile
Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

D~ g

Open Payments (Sunshine Act)

Review and Submit Profile

Review the information entered in the previous sections.

Select the "Back” button to navigate to the previous page(s) and correct any incorrect information. Select
the "Continue" button to submit your profile.

Maryland General Hospital ABCDE Teaching Hospital

Teaching Hospital Business Address:

827 Linden Ave 7500 Security Blvd.,
Baltimore, MD 21201 Baltimore MD 21244

Taxpayer Identification Number (TIN): 520591667

Your Role: Authorized Official J234567850
First Name: Karen Middle Name:
Last Name: Miller Suffix (Jr., Sr., etc.):
Business Email Address: openpayments@yopmail.com
Business Telephone Number: 555-555-5555
Job Title: Director
Business Address, Line 1: 7500 Security Blvd.
Business Address, Line 2:
City Name: Baltimore State: Maryland
Zip Code: 21244
Nominations:
Role: First Last Business Email Address: Business Telephone
Name: Name: Number:
Authorized Karen Miller openpayments@yopmail.com  555-555-5555
Official
Authorized Tom Smith openpayments1@yopmail.com 555-555-5555
Official
Cancel Back Continue
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The following message will appear on-screen to confirm your profile has been successfully created. You
will have immediate access to the teaching hospital data. If you nominated additional individuals for
user roles, an email notification is sent to the nominees that will instruct them on their next steps.

Figure 66: Success Confirmed Page

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

Success Confirmed

You have successfully submitted Maryland General Hospital profile information

Create Profile

You may now:

Select Profile e
v ks « Go to Open Payments Home

Teaching Hospital: Search
v 9 p For help obtaining a PDF viewer, go to the CMS.gov Help page.

«" Personal Information

«" Review and Submit Profile

Access the Open Payments
User Guide [PDF, 37.3 MEB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

vy
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3.3h: Registering a Teaching Hospital (Returning System Users)

If you are a returning user registering an additional teaching hospital in the Open Payments system,
follow the steps below.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and
navigate to the Open Payments home page. Select the “Manage Teaching Hospitals” tab.

Figure 67: Open Payments Landing Page for Returning System Users

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

1A B ® & ) ®

Manage Teaching

Home Review and Dispute Hospitals

My Profile Utilities Messages Resources

User Guide [PDF]

Welcome to the Open Payments System

Need help with the website?

Announcements Contact Us by email

Program Year 2018 Review and Dispute Period Open -

The Review and Dispute period is open starting April 1, 2019. During this period, reporting entities
may receive disputes from covered recipients and should work with them directly to resolve the
disputes. Physicians and teaching hospitals may review data about them and initiate disputes until
May 13, 2015. After that, reporting entities have an additional 13-day correction period to make
corrections fo disputed data as needed. Records with unresolved dispuies at the end of the
correction period will be identified in the published data as disputed. Changes to records after the
correction period will be included in future data publications.

Review the Open Paymenis
Privacy Policy [FDF]

@ Access the Open Payments
?

Visit the Open Payments website at hitps://'www.cms.gov/openpayments for information. For
questions, contact the Open Payments Help Desk by email at openpayments@cms.hhs.gov or by
phone at 1-895-326-8366. For the TTY line, call 1-844-649-2766.

You can manage your user profile and perform the actions associated with your profile.

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0936-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. IT you have any comments conceming the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850
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Step 2: From the “Manage Teaching Hospitals” tab, select, “Register New Teaching Hospital.”

Figure 68: Manage Teaching Hospitals Page
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Teaching Hospital Switch User Type

fat ® & ) ©)

Manage Teaching

Home Review and Dispute Hospitals

My Profile Utilities Messages Resources

Manage Teaching Hospitals Lo LT

Need help with the website?
Below are the teaching hospitals with which you are affiliated. To view details and manage user Contact Us by email
roles, select a teaching hospital from the list below. You may register a new teaching hospital by

selecting the "Register New Teaching Hospital” button. Review the Open Payments

@ Access the Open Payments
?

Privacy Policy [PDF]
Reg New Teaching Hospi
Your Teaching Hospitals
Doing Business As (DBA) TIN: Address: Status:
Name:
ABCDE Teaching Hospital 11-12312341 7500 Security Bivd., Registered

Baltimore MD 21244

Step 3: Search for the teaching hospital by selecting the appropriate state, teaching hospital name,
teaching hospital business address, and Taxpayer Identification Number (TIN) from the dropdowns and
select “Search.”

If your teaching hospital is not found, select “Register for Prior Program Year” to search for your
teaching hospital in a previous program year. If you can find your teaching hospital only in a prior
program year, you may select the teaching hospital and proceed with registration. For instructions on
registering a teaching hospital for a prior program year, see Section 3.3i.

If your teaching hospital cannot be found in any program year, contact the Open Payments Help Desk at
1-855-326-8366 for assistance.

The name of the hospital selected during registration must be the hospital’s “Doing Business As” name.
In the CMS Teaching Hospital List, the “Doing Business As” name is under the heading of “Hospital
Name.” (Refer to Section 3.3i for detailed information on registering a teaching hospital for a prior
program year.)

The hospital address selected must be the address listed in the CMS Teaching Hospital List as the
hospital’s “NPPES Business Address.”
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Teaching hospitals are pre-populated into the Open Payments system based on the Open Payments
Teaching Hospital List. Teaching hospitals not on this list or prior program year lists will not have
payments or other transfers of value reported about them.

Figure 69: Teaching Hospital Search Page
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Teaching Hospital Switch User Type

Gt @ & ) ®

i . Manage Teaching _
Home Review and Dispute Hospitals My Profile Utilities Messages Resources

Teaching Hospital: Search

Create Profile

A field with an asterisk (7) is required.

«" Select Profile Type To register a teaching hospital for the current program year, select the correct information from each of the
dropdown fields below and select the “Search” button. If the teaching hospital is not listed in the search results,

(@ Teaching Hospital: Search select the "Register for Prior Program Year" link to register for a prior year.

@ Personal Information For assistance, you can refer to the Teaching Hospital List, available on the Resources page of the Open
Payments website. The Teaching Hospital List contains identifying information for all teaching hospitals

@ Review and Submit Profile registered with CMS. The list is updated annually and lists for all program years are available.

If you do not find your teaching hespital below or on a Teaching Hospital List. contact the Open Payments Help
Access the Open Payments Desk at openpayments@cms.hhs.gov for assistance.
User Guide [PDF]
Note: If you are a physician who works in a teaching hospital and wish to see data associated with you as a

Need help with the website? physician, register in Open Payments as a physician. If you are a physician who works at a teaching hospital
Contact Us by email and wish to represent that teaching hospital, proceed with registering the teaching hospital or requesting a

nomination for a role with a teaching hospital. If you wish o do both, you may register both as a physician and a
Review the Open Payments teaching hospital, though this cannot be done in the same registration session.

D~ g

Privacy Paolicy [PDF]
Register for Prior Program Year

*State Where Teaching Hospital is Located:

ﬁ Maryland N
*Teaching Hospital Doing Busiiess As Name:

ﬁ ABCDE Teaching Hospital v
*Taxpayer Identification Number (TIN):

om—— 112312312 '

*Teaching Hospital Business Address:

ﬁ 7500 Security Bvd., Balimore MD 21244 v

Cancel Back
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Step 4: Review the information displayed on the page and select the “Continue” button if the
information displayed is the teaching hospital you wish to register. If this is not the correct teaching

hospital, select the “Back” button at the bottom of the page to return to the previous page and re-enter
the information.

Figure 70: Teaching Hospital Search Page Results
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Teacting Hespital Switch User Type

fa} ] @ & = ©

Manage Teaching o
Hospitals Profile Unilities Messages Resources

Teaching Hospital: Search

Home Review and Dispute

Create Profile

A Bl with an astensk (*) is reguined

Ta register a teaching hospital for the current program year, select the comect information from each of the
dropdown flelds below and salect the “Search” button. If the teaching hospital ks not Ested In the search
w Teaching Hozpital: Search results. select the “Register for Prior Program Year” link to register for a prior year.

" Select Profile Type

For assistance you can refer to the Teach ng Hospital List, available on the Resources page of the Open

Pe I Informati
(@ Personal Information Payments website. The Teaching Hospital List contains identifying information for all teaching hospitals

@ Review and Submit Profile registered with CMS. The list s updated annually and Bsts for all program years are available.
I you do not find wour teaching hodpital belcw or on & Teaching Hoapital List. contact the Open Payments
Help Desk at openpaymentsfoms hhs gov for assistance.
B Access the Open Payments
User Gulkde [FDF. 37.3 MB] Mate: I you ane & physician who works in & teaching hospial and wish 10 $ee Jata associated with you as
& physician, register in Open Payments as a physician. If you are a physician who works at a teaching
? Nead help with the website? hospital and wish to represent that teaching hospital, procead with registering tha teaching hospital or
Contact Us by amaill

reguesting a nomination for a role with a teaching hospital. If you wish to do both, you may register bath

25 a physician and a teaching haspital, though this cannot be done in the same regisiration session
E Review the Open Payments
Privacy Policy [FDF. 102 KE] Register for Prior Program Year

*State Where Teaching Hospital is Located:
Maryland ’

“Teaching Hospital Doing Busi ess As Name:
ABCDE Madeal Hospaal v

“Taxpayer ldentification Mumber (TIN):
Nx2N2 L

“Teaching Hospital Business Address:
T500 Secunty Bhd | Baltimore MD 21244 ¥

Search
Teaching Hospital Search Results

This pital is not yet reg in the Open Payments system:
el ASCDE Muedical Hospital
7500 Security Bivd..

Eaftimore, MD 21244
TIN: 112312312

To begin registering a teaching hospital, select the “Continue™ button.

- o [
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Step 5: Review the information displayed on the page and select the “Continue” button.

Figure 71: Register Teaching Hospital Page
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Teaching Hospital: Register Teaching Hospital

Review and Dispute

Create Profile

Raview the teachirg hospital nicemiation balow bo ensura this s the teaching hospital you wish to reglster.

T with registering this teach ital 1 thee “Continug” To ch r h
" Select Profile Type o proceed with registering this 1eaching haspital, select the E—u g™ button. To change your Sear
eriteria and find a differant teaching hospiial, select the "Back” bufton.

(@ Teaching Hospital: Search

Register Teaching Hospital ABCDE Medical Hospital

‘Your Role

Nominate Roles Business Address: Taxpayer Identification Number [ TIN):
@ Personal Information 7500 Security Bhvd,, 112312312

Baltimore, MD 21244
@ Review and Submit Profile

Cancel Back Continue

B Access the Open Paymeanis
Usar Guide [PDF, 37.3 ME]

? Meed help with tha website?
Contact Us by email

a Ruaview the Open Payments
Privacy Policy [PDF. 102 KB]
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Step 6: Review the information generated by the system related to your role. You must select the role of

“Authorized Official” for yourself to proceed with registration. Information on teaching hospital user
roles is available in Section 3.4c.

First name, last name, email address, and business phone should be pre-populated with information
from your IDM profile. Edit these fields as necessary. All required fields will be marked with an asterisk
(*). You will not be able to proceed with registration until all the required fields have been entered.
When complete, select the “Continue” button.

Figure 72: Teaching Hospital Your Role Page
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fa}

®

My Profile

&

Unilities

=

Messages

©)

Resources

Manage Teaching
Hospitals

Home

Review and Dispute

Create Profile

« Select Profile Type

(@) Teaching Hospital: Search

Register Teaching Hospital
‘Your Role
Nominate Roles

Teaching Hospital: Your Role

A fiekd with an asterisk (*) is requined

Tio register & teaching hospital, you must take the role of authorized oficial with the isaching
nospital. Enter your personal inforrmation below 1o create your profile and take the role of authorized
officlal.

Authorized officials are responsible for reqisiesing the teaching hospiial in the Open Payments
system. Authonzed officlals may nominate ather users. or modify existing user roles. They are also
responsible for approving/denying nominations made by cthers, and approving/denying requests for
wser roles made by others

@ Personal Information

@ Review and Submit Prafile
Your Role-Related Information

L» Access the Open Payments Enter your parsonal information besow.
User Guide [FDF, 37.3 MB]
“First Nama: Middie Nama:
? Nead halp with the website? Kavon
Contact Us by email
E = the Open B . Last Name: Suffix (Jr, Sr., ete.):
Privacy Policy [PDF. 102 KB) Ndbos
“Email Address: “Business Phone:

openpayments{iyopmail com T-T-TITT

Cancel

Eack Continus
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Step 7: You may choose to nominate additional users to fill the authorized official or authorized
representative roles. To do so, select “Add” to nominate any additional individual(s). If you choose not
to add nominees currently, select the “Continue” button without adding any nominee information and
proceed to step 8.

Figure 73: Teaching Hospital Nominate Roles Page
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Teaching Hospital Switch User Type
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) ) Manage Teaching o
Review and Dispute Hospitals My Profile Utilities Messages Resources

Teaching Hospital: Nominate Roles
Create Profile

A field with an asterisk [*) is required.

‘You can nominate individuals for usar rolas with the teaching hospital below. The two roles are autharized

v Select Frofile Tyy official and authorized reprasantative.
(@ Teaching Hospital: Search + Authorized Ofclal
Register Teaching Hospital o+ May review and dispute records assoclated with the teaching hospital
Your Rele

Nominate Roles
(@ Personal Information

o May nominate individuals for user roles with the teaching hospital
= May approve or modify user role nominations

= May deactivate users from the teaching hospital
(@) Review and Submit Profile
= Authorized Representative:

o May review and dispute reconds associated with the teaching hospital

naminated
Review the Open Payments

Privacy Policy [PDF. 102 KB Mominees must register in Enterprise |dentity Management (EIDM) to obtain login credentials prior to
accepting or rejecting the role in the Open Payments system

Add Nominee

L‘* Access the Open Paymants » May nominate individuals for user roles with the teaching haspital
User Guide [PDF, 37.2 MB]
Each nominee will recelve an email nolifying them of their nomination. The nominee must confim the role
2 Need help with the website? or rejact the nomination. If the nominee accepts tha role, he or she will ba promptad to create an individual
e Contact Us by email profile in the Open Payments system. If the nomines does not accept the role, ancther person may be

‘fou may nominate individuals below. An individual can be nominated for only one user role with a
teaching hospital.

Select the "Add" butten to open information flelds for a nominee. Enter an individual's information in the
fields below and the role for which they are nominated, than select the “Add” button again to save the
informaticn and open ancther set of information figlds. A teaching hospital can have up to 10 active users,
of whom up to flve can be 5 authorized officials.

A nominee has 10 calendar cays to accept or reject the role. After 10 calendar days, the nomination will

be deactivated.
Role: Name: Business Email: Business Phone Actions:
MNumber:
Authorized Karen openpaymentsi@yopmail com TT7-TT7-T777 [ou)
Official Nillar
Cancel Back Continue

Step 7a: If you selected “Add,” enter the required information for one individual and select either
“Authorized Official” or “Authorized Representative” to nominate the individual for the selected role.
Information on teaching hospital user roles is available in Section 3.4c. When you have entered the
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information, select “Add.” This will add the nominee information to the teaching hospital’s profile, as
well as open another set of information fields to enter an additional nominee.

Repeat the process until you have entered all the individuals you wish to nominate. A teaching hospital
may have up to 10 active users, 5 of whom can hold the role of authorized official. When you have
added all the individuals you wish to nominate, select the “Continue” button.

Each nominated individual will receive an email notifying them of their nomination. The nominee must
confirm or reject the role within 10 calendar days.

You do not have to nominate additional individuals during initial registration. You can nominate
individuals later by updating your teaching hospital profile within the “Manage Teaching Hospitals” tab.
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Figure 74: Teaching Hospital Nominate Roles Page Add Nominee
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If you entered any nominees, you will see the nominee information displayed on the page. Confirm the
information and when complete select the “Continue” button.

Figure 75: Teaching Hospital Nominate Roles Page with Confirmation Message
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Home Review and Dispute Hospitals 13 Utilities Resources

Teaching Hospital: Nominate Roles
Create Profile
A fiekd with an asterisk (*) is required.

Confirmation:

" Select Profile Type

= Your nominee has been successfully added.

Teaching Hospital: Search
@ - - au can nominate individuals for user roles with the teaching hospital below, The two roles are authorzed

Register Teaching Hospital official and authorized representative.
Your Role
Nominate Roles + Autharized Official:

= May review and dispute records associated with the teaching hospital
(@ Personal Information
= May nominate individuals for usar roles with the teaching hospital
@ Review and Submit Profile ) N
o May approve or modify user role nominations
= May deactivate users from the teaching hospital

Access the Open Payments
6 User Guide [POF, 37.3 MB) + Authorized Representative

» May review and dispute reconds associated with the teaching hospital

? Nead help with the websita?

Contact Us by email = May nominate individuals for user roles with the teaching hospital
L

Each nomines will racaive an amail notifying tham of their nomination. The nominea must confinm the role

E mmg:” Op‘;giﬂ:?;;g or reject the nomination. If the nominee accepts the role, he or she will be prompted to create an individual
wey Pollzy [POF. 1 profile in the Open Payments system, If the nominee dees not accept the role, another person may be
nominated

Nominees must register in Enterprise Identity Management (EIDM) to obtain login credentials prior to
accepting or rejecting the role in the Open Payments system,

Add Nominee

‘fou may nominate individuals below. An individual can be nominated for only one user role with a
teaching hospital.

Select the "Add" button to open information fields for a nominee. Enter an individual's infarmation in the
fields below and the role far which they are nominated, then select the “Add” button again to save the
informaticn and open ancther set of information fislds. A teaching hospital can have up to 10 active users,
of whom up to five can be 5 authorized officials.

A nominee has 10 calendar days to accept or reject the rale. After 10 calendar days, the nomination will

be deactivated.
Role: Name: Business Emall: Business Phone  Actlons:
Murnber:
Autharized Karen opanpaymentsi@yopmad com  TI7-TT7-T777 ou)
Official Willar
Authorized Susan openpayments3@yopmail.com  T7T-TTT-TTTT Edit Delete
Odficial Jones
Add
Cancel Back Continue
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Step 8: Enter the required personal information. When finished, select the “Continue” button.

Figure 76: Teaching Hospital Personal Information Page
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(3 Personal Information accounts, such as your Medicare, National Plan & Provider Enumeration System (NPPES) or Enterprise
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Your Name
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User Guide [FOF, 37.3 MB] *Eirst Name: *Last Name:
#)  Need help with the website? Karen Miller
H Contact Us by email
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Privacy Policy [POF, 102 KB]

Business Address

*Job Title:
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*Business Email Address: *Business Telephone Number:
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89999 2989
Baltimaore Maryland v 21244

Cancel Back Continue
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Step 9: Review your profile information on the “Review and Submit Profile” page. Select the “Back”
button at the bottom of the page to go back and edit any information. Once you have reviewed the
information and determined it to be correct, select the “Continue” button.

Figure 77: Review and Submit Profile Page
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«" Teaching Hospital: Search

+" Personal Information ABCDE Medical Hospital

@ Review and Submit Profile Teaching Hospital Business Address:
7500 Security Bivd.,

Baltimore, MD 21244
Access the Open Payments

L’ User Guide [PDF, 37.3 ME] Taxpayer ldentification Number (TIN): 520807371
9 Need help with the : te? Your Role: Authorized Official
s Contact Us by emall First Name: Karen Middle Name:
a Review the Open Payments Last Name: Miller Suffix (Jr., Sr., atc.):

Privacy Policy [PDF. 102 KB] Business Email Address: openpayments@yopmail.com

Business Telephone Number: 777-777-T777

Job Title: Director

Business Address, Line 1: 7500 Security Blvd.

Business Address, Line 2:

City Name: Baltimaore State: Maryland
Zip Code: 21244

Nominations:

Role: First Last Business Email Address: Business Telephone
Mame: Name: Number:

Autharnzed Karen Miller cpenpayments@yopmeail.com  TT7-T77-7777

Oificial

Authonzed Susan Jones cpenpayments3@yopmail.com TI7-T77-7777

Official
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The following message will appear on-screen to confirm your profile has been successfully created. You
will have immediate access to the teaching hospital data. If you nominated additional individuals for
user roles, an email notification will be sent to the nominees that will instruct them on their next steps.

Figure 78: Registration Confirmation Successful Page
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Success Confirmed
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User Guide [PDF, 37.3 MB]
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H Contact Us by email

a Review the Open Payments
Privacy Policy [PDF, 102 KB]

3.3i Registering a Teaching Hospital (Prior Program Year)
If you wish to register a teaching hospital in Open Payments that does not appear on the current
program year’s CMS Teaching Hospital List, but does appear in previous Teaching Hospital Lists, you can

register the hospital for a prior program year. Doing so will allow you to view records associated with
that teaching hospital from a prior program year.

If your teaching hospital is already registered in the Open Payments system, you do not need to re-
register the teaching hospital for the prior program year.

If your teaching hospital does not appear in any CMS Teaching Hospital Lists, it will not have any
records associated with it in the Open Payments system and cannot be registered.

To register your teaching hospital for a prior program year, follow these steps:
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Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and

navigate to the Open Payments home page. Select the “Manage Teaching Hospitals” tab.

Figure 79: Open Payments System Landing Page For Returning System Users.
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Manage Teaching
Home Review and Dispute Hospitals My Profile Utilities Messages Resources

Access the Cpen Payments
User Guide [PDF]

Welcome to the Open Payments System

Meed help with the website?

Announcements Contact Us by email

Program Year 2018 Review and Dispute Period Open -

The Review and Dispute period is open starting April 1, 2019. During this peried, reporting entities
may receive disputes from covered recipients and should work with them directly to resolve the
disputes. Physicians and teaching hospitals may review data about them and initiate disputes until
May 15, 2019. After that, reporting entities have an additional 15-day correction period fo make
corrections to disputed data as needed. Records with unresoived disputes at the end of the
correction period will be identified in the published data as disputed. Changes fo records after the
correction period will be included in future data publications.

Review the Opan Payments
Privacy Policy [PDF]

B~

Visit the Open Payments website at hitps:/fwww.cms.goviopenpayments for information. For
guestions, contact the Open Payments Help Desk by email at openpayments@cms.hhs.gov or by
phone at 1-855-326-3366. For the TTY line, call 1-844-549-2766.

You can manage your user profile and perform the actions associated with your profile.

According to the Paperwork Reduction Act of 1995, no persons are reguired to respend o a
collection of information unless it displays a valid OMB confrol number. The OMB control number
for this information collection is 0933-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolufion processes. If you have any comments concemning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Aitn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.
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Step 2: On the “Manage Teaching Hospitals” page, select “Register New Teaching Hospital.”

Figure 80: Manage Teaching Hospitals Page
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Need help with the website?

Below are the teaching hospitals with which you are affiliated. To view details and manage user Contact Us by email

roles, select a teaching hospital fram the list below. You may register a new teaching hospital by

selecting the "Register New Teaching Hospital” button. Review the Open Paymenis

Privacy Policy [PDF, 102 KEB]

e Access the Open Payments
?
i

Register New Teaching Hospital

Your Teaching Hospitals

Doing Business As (DBA)

TIN: Address: Status:
Name:
ABCDE Teaching Hospital 11-12312341 7500 Security Bivd., i
: Baltimore MD 21244 AR
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Step 3: On the “Teaching Hospital: Search” page, select the link “Register for Prior Program Year.”

Figure 81: Teaching Hospital Search Page

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

Gt ' @ & =3 ®

Home Review and Dispute My Profile Utilities Resources

Teaching Hospital: Search

Create Profile

A fleld with an asterisk (*) is required.

To register a teaching hospital for the current program year, select the correct information from each of the
dropdown fields below and select the “Search” butten. If the teaching hespital is not listed in the search
@ Teaching Hospital: Search results. select the "Register for Prior Program Year™ link to register for a prior year.

" Select Profile Type

For assistance, you can refer to the Teaching Hospital List. available on the Resources page of the Open
Payments website. The Teaching Hospital List contains identifying information for all teaching hospitals
@ Review and Submit Profile registerad with CMS. The list is updated annually and lists for all program years are avallable,

(@ Personal Information

If you do not find your teaching hospital below or on a Teaching Hospital List, contact the Open Payments
Help Desk at cpenpayments@cms.hhs.gov for assistance,

@ Access the Open Payments - _ _ _ _ _ _
User Guide [PDF, 37.3 MB] Mote: If you are a physician who works in a teaching hospital and wish o see data associated with you as
a physician, register in Open Payments as a physician. If you are a physician who works at a teaching
l? Maad help with the wabsita? hespital and wish to represent that teaching hospital, proceed with registering the teaching hospital or
. Contact Us by email requesting a nomination for a role with a teaching hospital. If you wish 1o do both, you may register both

as a physician and a teaching hospital, though this cannot be done in the same registration session,
Review the Open Payments

Privacy Policy [PDF, 102 KB] ﬁ Register for Prior Program Year

*State Where Teaching Hospital is Located:
Select the stale v

*Teaching Hospital Doing Business As Name:
Salect the teaching hospital DBEA name. . v

*Taxpayer ldentification Number (TIN):
Please Select TIN v

*Teaching Hospital Business Address:

Flease select hospital NFPES business address v
Search
Cancel Back
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Step 4: Teaching hospitals are pre-populated in the Open Payments system based on the Teaching
Hospital List for the program year you selected. Teaching hospitals not found in any program year will
not have payments or other transfers of value reported about them for that program year.

Search for the teaching hospital by selecting the program year you wish to register the hospital for, as
well as the state, teaching hospital name, teaching hospital business address, and Taxpayer
Identification Number (TIN) from the dropdowns and select “Search.”

Teaching hospitals must be registered using the hospital’s “Doing Business As” name as the hospital
name. In the CMS Teaching Hospital List, the “Doing Business As” name is under the heading of
“Hospital Name.”

The address selected should be the address listed in the CMS Teaching Hospital List as the hospital’s
“NPPES Business Address.”

Figure 82: Teaching Hospital Search Page- Prior Program Year
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+" Select Profile Type To register a teaching hospital for the current program year, select the correct information from each of the
dropdown fields below and select the “Search” button. If the teaching hospital is not listed in the search results,

(@ Teaching Hospital: Search select the "Register for Prior Program Year” link to register for a prior year.

@ Perscnal Information For assistance, you can refer to the Teaching Hospital List, available on the Resources page of the Open
Payments website. The Teaching Hospital List contains identifying information for all teaching hospitals

@ Review and Submit Profile registered with CMS. The list is updated annually and lists for all program years are available

Ifyou do not find your teaching hospital below or on a Teaching Hospital List, contact the Open Payments Help
B Access the Open Payments Desk at openpaymenis@cms hhs gov for assistance.
H

User Guide [FDF, 28.6 MB] . . .

Note: If you are a physician who works in a teaching hospital and wish to see data associated with you as a
Need help with the website? physician, register in Cpen Payments as a physician. If you are a physician who works at a teaching hospital
Contact Us by emall and wish to represent that teaching hospital, proceed with registering the teaching hospital or requesting a

nomination for a role with a teaching hospital. If you wish 1o do both, you may register both as a physician and a
Review the Open Payments teaching hospital, though this cannot be done In the same registration session
Privacy Policy [PDF, 102 KB]

“Prior Program Year:

2017 ~

“State Where Teaching Hospital is Located:

—l
— Ha/and ]
—l
—ml

“Teaching Hospital Doing Business As Name:
XYZ Teaching Hospital o~

“Taxpayer Identification Number (TIN):

9988776655 [~
*Teaching Hospital Business Address:
ﬂ 7500 Security Bivd, Baltimore MD 21244 (]
Cancel Back
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Step 5: Review the information displayed on the page and select the “Continue” button if the
information displayed is the teaching hospital you wish to register. If this is not the correct teaching

hospital, select the “Back” button at the bottom of the page to return to the previous page and re-enter

the information.

Figure 83: Teaching Hospital Search Page with Search Results

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

{a} ®

Manage Teaching

Home Review and Dispute Hospitals Resources

Teaching Hospital: Search

Create Profile

A field with an asterisk (™) is required.

+" Select Profile Type To register a teaching hospital for the current program year, select the correct information from each of the
dropdown fields below and select the “Search” butten. If the teaching hospital is not listed in the search results,

(2@ Teaching Hospital: Search select the "Register for Prior Program Year” link to register for a prior year.

@ Personal Information For assistance, you can refer to the Teaching Hospital List, available on the Resources page of the Open
Payments website. The Teaching Hospital List contains identifying information for all teaching hospitals

@ Review and Submit Profile registered with CMS. The list is updated annually and lists for all program years are available.

If you do not find your teaching hospital below or on a Teaching Hospital List, contact the Open Payments Help
Access the Open Payments Desk at openpayments@cms.hhs gov for assistance.
User Guide [PDF, 286.6 MB]
Mote: If you are a physician who works in a teaching hospital and wish to see data assoclated with you as a

P~ g

Need help with the website? physician, register in Cpen Payments as a physician. If you are a physician who works at a teaching hospital
Contact Us by email and wish to represent that teaching hospital, proceed with registering the teaching hospital or requesting a

nomination for a role with a teaching hospital. If you wish to do both, you may register both as a physician and a
Review the Open Payments teaching hospital, though this cannot be done in the same registration session

Privacy Palicy [PDF, 102 KB]

“Prior Program Year:

2017 [~

“State Where Teaching Hospital is Located:

Maryland w

“Teaching Hospital Doing Business As Name:

XYZ Teaching Hospital Lo

“Taxpayer Identification Number (TIN):

99887THESS v

T ) Hospital Busi A
T500 Security Blvd, Baltimore MD 21244 v|
Search

Teaching Hospital Search Results

This teaching

pital is not yet reg in the Open Payments system:

ﬁ XYZ Teaching Hospital

7500 Security Bivd
Baltimore, MD 21244
TIN:9988776655

To begin registering a teaching hospital, select the "Continue® button

Cancel Back
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Step 6: Review the teaching hospital information displayed on the page. When complete, select the
“Continue” button.

Figure 84: Register Teaching Hospital Page

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

Gt @ & ®

Manage Teaching o
Hospitals Utilities

Home Review and Dispute Resources

Teaching Hospital: Register Teaching Hospital

Create Profile
Review the teaching hospital information below to ensure this is the teaching hospital you wish 10 register.

To pl'a:e‘ed with rEgis'tel'ing this tEaching haspital. select the “Continue” button. To Change your search
Select Profile Type
v Select Frofile eriteria and find a different teaching hospital, select the “Back” button,
(@ Teaching Hospital: Search

Register Teaching Hospital XYZ Teaching Hospital
Your Role

MNominate Roles Business Address:

(@ Personal Information 7500 Security Blvd
Baltimore, MD 21244

Taxpayer |ldentification Number (TIN):
99BETTBESS

@) Review and Submit Profile

Cancel Back Continue

Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [POF, 102 KB]

- JNE S
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Step 7: Review the information generated by the system related to your role. You must select the role of
“Authorized Official” for yourself to proceed with registration. Information on teaching hospital user
roles is available in Section 3.4c.

Your first name, last name, email address, and business phone should be pre-populated with
information from your IDM profile. Edit these fields as necessary. All required fields will be marked with
an asterisk (*). You will not be able to proceed with registration until all the required fields have been
entered. When complete, select the “Continue” button.

Figure 85: Teaching Hospital Your Role Page

Open Payments (Sunshine Act)

Teaching Hospatal Swatch User Type

Gl & =3 ®

Manage Teaching _
Hospitals Utilities Messages Resources

Teaching Hospital: Your Role

Home Review and Dispute

Create Profile
A field with an asterisk (*) is required.

" Select Profile Type To register a teaching hospital. you must take the role of authorized official with the teaching
hospital. Enter your perscnal information below to create your profile and take the role of authorized
() Teaching Hospital: Search official.

Register Teaching Hospital
Your Role
Nominate Roles

Authorized officials are responsible for registering the teaching hospital in the Open Payments
systemn. Authorized officials may nominate other users, or modify existing user roles. They are also
responsible for approving/denying nominations made by others, and approving/denying requests for
@ Personal Information user roles made by others,

@ Review and Submit Profile .
Your Role-Related Information

@ Access the Open Payments Enter your personal information below.
User Guide [PDF, 37.3 MB]
“First Name: Middle Name:
? Need help with the website? Karen
Contact Us by email
| - .
a Review the Open Payments Last Name: Suffix (Jr., Sr., etc.):
Privacy Palicy [PDF, 102 KB] Miller
*Email Address: *Business Phone:
509-998-9959
openpayments@ryopmail com 555-655-5555
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Step 8: You may choose to nominate additional users to fill the authorized official or authorized
representative roles. To do so, select the “Add” button to nominate any additional individual(s).

Figure 86: Teaching Hospital Nominate Roles Add Nominees

Open Payments (Sunshine Act)

Teaching Hospital Swiich Usar Type

@ @ & =) ®

Review and Dispute My Profile Lhilities Messages Resources

Teaching Hospital: Nominate Roles

Create Profile
A fleld with an asterisk (*) is required.

You can nominate individuals for user roles with the teaching hospital below. The two roles are authorized

e anscProtie ype official and authorized representative.

(@) Teaching Hospital: Search » Authorized Official
Register Teaching Hospital o May raview and dispute records associated with the teaching hospital
Your Role

Mominate Roles

(@ Personal Information

o May nominate individuals for user roles with the teaching hospital
o May approve or modify user role nominations

= May deactivate users from the teaching hospital

@ Review and Submit Profile
= Authorized Representative:

o May review and dispute records associated with the teaching hospital
Access the Open Payments = May nominate individuals for user roles with the teaching hospital
User Guide [PDF, 37.3 MEB]
Each nominee will recaiva an amail notifying them of their nomination. The nominea must confirm the role

Need help with the website? or reject the nomination. If the nominee accepts the rele, he or she will be prompted to create an individual
Gontact Us by small profile in the Open Payments system. If the nominee does not accept the role, ancther person may be
neminated,

Review the Qpen Payments
Privacy Policy [POF, 102 KB] Nominees must register in Enterprise ldentity Management (EIDM) to obtain login credentials prior to

accepting or rejecting the role in the Open Payments system

Add Nominee

B~V

You may nominate individuals below. An individual can be nominated for only one user role with a
teaching hospital

Select the "Add" button to open information fields for a nominee, Enter an individual's information in the
fields below and the role for which they are nominated, then selact the “Add” button again to save the
information and open another set of information fields. A teaching hospital can have up to 10 active usars,
of whom up to five can be 5 authorized officials.

A neminee has 10 calendar days to accept or reject the role. After 10 calendar days, the nomination will

be deactivated.
Role: MName: Business Email: Business Phone Actions:
Mumber;
Authonzed Karen openpayments@yopmail com  555-555-5555 (You)
Official Miller
Add
Cancel Back Continue

Step 8a: Enter the required information for one individual and select either “Authorized Official” or
“Authorized Representative” to nominate the individual for the selected role. Information on teaching
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hospital user roles is available in Section 3.4c. When you have entered the information, select the “Add”
button.

Repeat the process until you have entered all of the individuals you wish to nominate. A teaching
hospital may have up to 10 active users, 5 of whom can hold the role of authorized official. When you
have added all the individuals you wish to nominate, select the “Continue” button.

Each nominated individual will receive an email notifying them of their nomination. The nominee must
confirm or reject the role within 10 calendar days.

You do not have to nominate additional individuals during initial registration. You can nominate
individuals later by updating your teaching hospital profile within the “Manage Teaching Hospitals” tab.

If you choose not to add nominees at this time, select “Continue” without adding any nominee
information.
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Figure 87: Teaching Hospital Nominate Roles Nominee Information

Open Payments (Sunshine Act)
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If you entered any nominees, you will see the nominee information displayed on the page. Confirm the
information and when complete select the “Continue” button.

Figure 88: Teaching Hospital Nominate Roles Confirmation

Open Payments (Sunshine Act)

Toaching Hospaal Switch Lisar Type

Ei & =) ®

I My Profile Utilities Messages Resources

Teaching Hospital: Nominate Roles
Create Profile

A figld with an asterisk (*) is required.

Confirmation:
W Select Profile Typse
« Your nominee has been successfully added.

Teaching Hospital: Search
@ N e i You can nominate individuals for user roles with the teaching hospital below, The two roles are suthorized

Register Teaching Hospital afficial and authorized representative.
Your Role y
Nominate Rotes + Autharized Cfficial

o May revid and dispute reconds associated with the teaching hospital
@ Personal information
o May nominate individuals for user roles with the teaching hospital

@ Reviewand LD o May approve o madify user role nontinations

= May deactivate users from the teaching haspital
User Guide [PDF, 37.3 MB] = Authorized Representative:
o May review and dispute reconds associated with the teaching hospial

Need help with the website? o May nominate individuals far user roles with the teaching hospital
Contact Us by amaill

Each nomines «will receive an email nolifying them of their nomination. The nominee musi confirm the role:

L» Access the Open Fayments
?
o

Review the Open Fayments ar rejest the nomination, If the nomines actep!s the role, he or she will be prompted 1o create an individual
e o [ profile in the Open Payments syster. If the nominee does not accept the role, another person may be
nominated.

Morninees rmust register in Enterprise |dentity Managemaent (EIDM) to obtain login credentials prior to
BCOBQUNG Of rejecting the role in the Open Payments Syatem,

Add Nominee
Yiou may nominate individuals below, An individual can be nominated for only one user role with &
teaching hospital.

Select the “Add™ bution to open informaticn fields for a nominee. Enter an Individual's information in the
fialds balow and the role for which they are nominated. then select the "Add” bution again to save tha
information and cpen another set of information figlds, A teaching hospital can have up 1o 10 active users,
aof whom up to five can be 5 authorized officials.

A nomines has 10 calendar days 10 accept or reject the role. After 10 calendar days. the nomination will

be deactivated
Role: Hame: Business Email: Business Phone  Actions:
Humber:
Authonzed Karen cpenpaymenisfyopmad com  555-555-5555 [rou)
Official Waler
Authorzed Susan  openpaymentsifyopmailcom TT7-TTT-TTTT Edit  Dalate
Oifficial Jones
FAdd

Gancel M

109



Open Payments User Guide for Covered Recipients - January 2024

Step 9: Enter your personal information. When finished, select the “Continue” button.

Figure 89: Teaching Hospital Personal Information Page

Open Payments (Sunshine Act)

Teaching Hospital Switch Usar Type

G} [A & ) & = ®

Manage Teaching
Home Review and Dispute Hospitals My Profile Utilities Messages Resources

Personal Information
Create Profile

A field with an asterisk (*) is required

Select Profil Add the requested personal and business information to your user profile. Some fields are pre-populated.
v TE Review pre-populated information for accuracy and correct any invalid information.

+" Teaching Hospital: Search Note that any changes made here will not automatically update your profile information in your other CMS

accounts, such as your Medicare, Mational Plan & Provider Enumeration System (NPPES) or Enterprise

@ - on |dentity Management (EIDM) accounts.

@ Review and Submit Profile

Your Name
L» Access the Open Payments
User Guide [PDF, 37.3 MB] “First Name: *Last Name:
#)  Need help with the website? Karen Miliar
H Contact Us by email
Middle Name: Suffix (Jr., Sr., etc.):
a Review the Open Payments
Privacy Policy [PDF, 102 KB]

Business Address

*Job Title:

Director

*Business Email Address: *Business Telephone Number:
899-989-9989
openpayments@yopmail com 555-555-5555

*Business Address, Line 1:
T500 Security Bivd

Business Address, Line 2:
*City Name: *State: *Zip Code:

99989 2999
Baltimore Maryland ¥ 21244

Cancel Back Continue
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Step 10: Review your profile information on the “Review and Submit Profile” page. Select the “Back”
button at the bottom of the page to go back and edit any information. Once you have reviewed the
information and determined it to be correct, select the “Continue” button.

Figure 90: Review and Submit Profile

Dpen Payments (Sunshine Act)

eaching Hospital Switch User Type

Gt ® & B2 ®

Manage Teaching
Home Review and Dispute Hospitals My Profile Utilities Messages Resources

Review and Submit Profile

Create Profile

Review the information entered in the previous sections.

Select the "Back” button to navigate to the previous page(s) and correct any incorrect information, Select
S e G the "Continue” button to submit your profile,

«" Teaching Hospital: Search
+ Personal Information XYZ Teaching Hospital

@ Review and Submit Profile Teaching Hospital Business Address:
7500 Security Bivd

Baltimore, MD 21244
Access the Open Payments

Lﬂ' User Guide [PDF, 37.3 MB] Taxpayer Identification Number (TIN): 520591607
9 Need help with the \.}rebsits‘? Your Role: Authorized Official
. Contact Us by email First Name: Karen Middle Name:
ﬂ Review the Open Payments Last Name: Miller Suffix (Jr., Sr., etc.):

Privacy Policy [PDF, 102 KB] Business Email Address: openpayments@yopmail.com

Businass Telephona Number: 555-555-5555

Job Title: Director

Business Address, Line 1: 7500 Security Bivd.

Business Address, Line 2:

City Name: Baltimore State: Maryland
Zip Code: 21244

Nominations:

Role: First Last Business Email Address: Business Telephone

Name: Name: Number:

Authonzed Karen Miller openpayments@yopmail.com  555-555-5555

Official

Authonzed Susan Jones apenpayments3@yopmall com  TTT-TTT-TT77

Official

Cancel Back Continue
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The following message will appear on-screen to confirm the hospital has been successfully registered.
You will have immediate access to the teaching hospital data. If you nominated individuals for user
roles, an email notification is sent to the nominees that will instruct them on their next steps.

Figure 91: Registration Confirmation Successful

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

Gl B @ & ®

Manage Teaching ==
Hosmitals Utilities Resources

Review and Dispute

Success Confirmed

You have successfully submittad XYZ Teaching Hospital profile information

Create Profile

You may now:

Select Profile
. e + Goto Open Payments Home

Teaching Hospital: Search
v Behing o i For help obtaining a PDF viewer, go to the CMS.gov Help page.

+«" Personal Information

«" Review and Submit Profile

Access the Open Payments

P oo

User Guide [PDF, 37.3 ME]
?

L

Naed help with the website?
Contact Us by email

a Review the Open Payments
Privacy Policy [PDF. 102 KB]

3.3j: Using the Switch User Functionality

The Open Payments system allows you to hold multiple user roles based on your affiliations with
multiple entities. You can switch among the applicable manufacturer/applicable GPO, physician, and
teaching hospital user types through a “Switch User Type” functionality. Once you have successfully
registered within the Open Payments system under any user type (reporting entity, physician, or
teaching hospital), the “Switch User Type” functionality will become available. The pages in the Open
Payments system will look similar for each user type, though the actions available will change depending
on the user type you are operating under at that time.

All users have access to the “Switch User Type” functionality. Users who have only a single user type can
use the functionality to request roles for and/or register as another user type.

Follow these steps to switch between user types or request a role as another user type in the Open
Payments system:
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Step 1: At the very top of the page, select “Switch User Type.”

Figure 92: Open Payments Landing Page For Returning Reporting Entity User

Open Payments (Sunshine Act)

IAppIicabIe Manufacturer or Group Purchasing Organization Switch User Typs |

fa} A ) > ®

Home Submissions Review and Dispute Manage Entities My Profile Messages Resources

User Guide [FDF]

Welcome to the Open Payments System

Announcements Need help with the website?

Contact Us by email

Program Year 2018 Review and Dispute Period Open -

The Review and Dispute period is open starting April 1, 2019. During this period, reporting entities
may receive disputes from covered recipients and should work with them directly to resolve the
disputes. Physicians and teaching hospitals may review data about them and initiate disputes until
May 15, 2019. After that, reporting entities have an additional 15-day correction period to make
cormections to disputed data as needed. Records with unresolved disputes at the end of the
correction period will be identified in the published data as disputed. Changes to records after the
correction period will be included in future data publications.

Review the Open Payments
Privacy FPolicy [PDF]

L'» Access the Open Paymenis
?
-

Visit the Open Payments website at hitps:/iwww cms_gov/openpayments for information. For
questions, contact the Open Payments Help Desk by email at openpayments(@cms._hhs.gov or by
phone at 1-855-326-8366. For the TTY line, call 1-844-643-2766.

You can manage your user profile and perform user role functions associated with your profile.

According to the Paperwork Reduction Act of 1985, no persons are reguired to respond fo a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Aitn: PRA Reporis Clearance Officer, Baltimore, Maryland 21244-1850.
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Step 2: Select the user type to which you would like to switch, or which user type you would like to

request a role. When finished, select “Switch.” If you decide you do not want to change user types, or
you selected “Switch User Type” by accident, select “Cancel and Go Back.”

Figure 93: Select User Type Page

Open Payments

Select a User Type

You have roles for more than one user type. Please select profile type

O Applicable Manufacturer or Group Purchasing Organization
O Physician or Non-Physician Practitioner
| ® Teaching Hospitalf

‘ Cancel and Go Back ‘ Switch ‘

Step 3: If you are not currently assigned a role for the selected user type, you will be prompted to create
a profile. Select the “Create My Profile” button to begin that process.

Figure 94: Open Payments Landing Page For First-Time User

Open Payments (Sunshine Act)

Physician Switch User Type

Welcome to the Open Payments
System

Our records indicate that you have not yet registered in the Open

Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
c t Contact Us by email

Payments system. Before you can perform any actions in the system, you reate

must first create your profile and complete the registration process. My PrOfile

Review the Open Payments
Privacy Policy [PDF, 102 KB]
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Step 3a: If you are currently assigned a role for the selected user type, you will be able to view your
profile information for that user type.

Figure 95: Open Payments Landing Page for Returning User

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

2 = ®

Review and Dispute Messages Resources

User Guide [PDF)

Welcome to the Open Payments System

Need help with the website?
Contact Us by email

r_,» Access the Open Payments
2

Announcements

Review the Open Payments
Privacy Policy [PDF]

Program Year 2018 Review and Dispute Period Open -

The Review and Dispute period is open starting April 1, 2019. During this period, reporting entities
may receive disputes from covered recipients and should work with them directly to resolve the
disputes. Physicians and teaching hospitals may review data about them and initiate disputes until
May 15, 2019. After that, reporting entities have an additional 15-day correction period to make
corrections to disputed data as needed. Records with unresolved disputes at the end of the
correction period will be identified in the published data as disputed. Changes to records after the
correction period will be included in future data publications.

-3)

Visit the Open Payments website at https://iwww.cms_gov/openpayments for information. For
questions, contact the Cpen Payments Help Desk by email at openpayments@cms.hhs.gov or by
phone at 1-855-326-8366. For the TTY line, call 1-844-649-2766.

You can manage your user profile and perform the actions associated with your profile. Note: In
order to be able to review all records submitted for you, you must have entered your NPI, if
available, and all state licenses under your profile details in Open Payments system.

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a
collection of infermation unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.

The profile type will be displayed at the top of the page.

You may switch between user types at any time. To perform system actions such as registration and
nominations, data submission, and review and dispute for the user type that is displayed, refer to the
corresponding section of Open Payments User Guide for Reporting Entities or Open Payments User
Guide for Covered Recipients.
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Section 3.4: Open Payments Users and User Roles

There are two user roles available for individuals associated with physicians, NPPs or teaching hospitals:
authorized officials or authorized representatives.

3.4a: Physician User Roles

A physician may designate one authorized representative within the Open Payments system to take
certain actions on behalf of the physician. This person can be another physician, an office manager, a
practice manager, or another person the physician would like to designate to interface with the Open
Payments system on his or her behalf. A physician cannot be his or her own authorized representative.

The physician will designate the level of access for their authorized representative; more than one
access level can be granted. The different levels of access that can be granted to the authorized
representative are:

1. Read: Default access level. Able to see covered recipient profile and records information.

2. Modify Profile: Able to edit or enter the covered recipient’s My Profile information (NPI, license,
specialties, etc.).

3. Dispute Records: Able to dispute reported payments, other transfers of value, or physician
ownership and investment interests.

Figure 96: Physician User Roles and User Role Functions

User Role Function

Physician Registers him- or herself in the Open Payments system

¢ Nominates an authorized representative

Has full access to review and dispute records

Views and download system generated email messages

116



Open Payments User Guide for Covered Recipients - January 2024

User Role Function

Authorized e Physician can grant one or more of the following access levels:

Representative o Read-only: (default) Able to see covered recipient profile and

records information

o Modify Profile: Able to edit or enter a covered recipient’s “My
Profile” information (NPI, license, specialties, etc.)

o Dispute Records: Able to dispute records related to the covered

recipient submitted by reporting entities

e Access levels are separate; having “dispute records” access does not
automatically include “modify profile” access, or vice versa

e Views and download system generated email messages

3.4b: NPP User Roles

A NPP may designate one authorized representative within the Open Payments system to take certain
actions on their behalf. This person can be another NPP, an office manager, a practice manager, or
another person the NPP would like to designate to interface with the Open Payments system on his or
her behalf. A NPP cannot be his or her own authorized representative.

The NPP will designate the level of access for their authorized representative; more than one access
level can be granted. The different levels of access that can be granted to the authorized representative
are:

4. Read: Default access level. Able to see covered recipient profile and records information.

5. Modify Profile: Able to edit or enter the covered recipient’s My Profile information (NP, license,
specialties, etc.).

6. Dispute Records: Able to dispute reported payments or other transfers of value.

Figure 97: NPP User Roles and User Role Functions

User Role Function

NPP

Registers him- or herself in the Open Payments system

e Nominates an authorized representative

Has full access to review and dispute records

Views and download system generated email messages
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User Role

Function

Authorized
Representative

e NPP can grant one or more of the following access levels:

o Read-only: (default) Able to see covered recipient profile and
records information

o Modify Profile: Able to edit or enter a covered recipient’s “My
Profile” information (NPI, license, specialties, etc.)

o Dispute Records: Able to dispute records related to the covered

recipient submitted by reporting entities

e Access levels are separate; having “dispute records” access does not
automatically include “modify profile” access, or vice versa

e View and download system generated email messages

3.4c: Teaching Hospital User Roles
Teaching hospitals can have up to 10 unique users holding the role of either an authorized official or

authorized representative. There can be a maximum of five authorized officials per teaching hospital.

For teaching hospitals, authorized officials are responsible for approving all user role nominations and

modifying user roles. The teaching hospital authorized representatives will be granted certain

permissions to access/review data, initiate a dispute on behalf of the teaching hospital, and

make/approve nominations by an authorized official. The authorized representatives can be a physician,
NPP, an office manager, a practice manager, or any person the teaching hospital would like to designate.
There can be a maximum of five authorized official(s) per teaching hospital. The user roles applicable for

teaching hospitals are given in the figure below.

Figure 98: Teaching Hospital User Roles and User Role Functions

User Role Function
Authorized Registers with the teaching hospital in the Open Payments system
Official Nominates other users and modifies existing user roles

Approves or modifies nominations made by others and requests for user
roles made by others, including self-nominations

Removes user roles from other users
Reviews and disputes records associated with the teaching hospital

Views and download system generated email messages
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User Role Function

Authorized e Reviews and disputes records associated with the teaching hospital

Representative | o Nominates other individuals for user roles with teaching hospital
(nominations must be confirmed by an authorized official)

e Views and download system generated email messages

To nominate an individual for any role, the following information must be input into the Open Payments
system about that individual:

e First name

e lLast name

e Business phone
e Business address

e Email address

Section 3.5: Nominations

The nomination process allows you to assign specific roles to individuals to act on behalf of a physician,
NPP, or a teaching hospital. Physicians and NPPs can nominate an individual to serve as an authorized
representative, and users affiliated with teaching hospitals can nominate individuals to serve as
authorized representatives or authorized officials. Also, individuals can nominate themselves for a user
role with a teaching hospital.

An authorized official from the teaching hospital must approve all nominations before users can begin
performing actions in the system. Note: If you nominate yourself for a role with a teaching hospital that
is already registered but lacks an active authorized official, contact the Open Payments Help Desk at 1-
855-326-8366 to complete the registration.

Individuals may not self-nominate to serve on behalf of physicians and NPPs. The physician or NPP must
directly nominate the individual to serve as the authorized representative.

Nominations can be made during registration or afterwards. The system will generate an email
notification to the nominee informing them that they are nominated for a role in the Open Payments
system. The email notifying teaching hospital authorized officials and authorized representatives will
contain a registration ID and a nomination ID. The registration ID is specific to the teaching hospital; the
nomination ID is specific to the individual nominee. The email notifying physician and NPP authorized
representatives will contain only a nomination ID. Users notified of their nomination for a role must use
the registration ID and/or nomination ID received in the nomination email to complete their profile in
the Open Payments system to receive access to the functions for that specific role.
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The nominee must confirm or reject the role within 10 calendar days. They can do so by registering in
IDM to obtain credentials and request access to the Open Payments system. Nominees can then log in
to the Open Payments system to confirm or reject the role. The Open Payments system will render the
nomination expired if the nomination has not been accepted or rejected within 10 calendar days. This
information is included in the email notification.

If the nomination is accepted, the individual will be able to complete a user profile, gain access to the
system, and perform the duties of their role. If they reject the nomination, the individual will not be able
to perform the actions on that entity’s behalf and the authorized official will receive an email
notification of the nomination rejection.

Note: Nominees will need to have IDM credentials to access the Open Payments system and accept or
reject their nominations.

If there is no action taken by the nominee, a final reminder notification will be sent on the 9*" calendar
day, reminding the nominee that they have yet to accept or reject the nomination. If the nomination is
still not accepted or rejected by the end of the 10™ calendar day, an expired nomination notification will
be sent to the nominee. Figure 108 shows the five steps in the nomination acceptance process.

Figure 99: Accepting Nominations Process

] If Confirmed]
. Ent: Confi v L
Log in to Open _ neer oriirm ar I Review and
B = Registration and Reject Enter Personal Submit
ayments MNomination 1D Nomination Information Sumit
Registration

Users can also be deactivated from a teaching hospital. Deactivation removes an individual’s association
with a teaching hospital in the Open Payments system, including removing the individual’s access to that
teaching hospital’s information and records. It does not remove the individual from the Open Payments

system.

In the “My Profile” page of the Open Payments system, user roles are listed with a status. An
explanation of those statuses is in the table below.

Figure 100: User Role Statuses for Physicians, NPPs, and Teaching Hospitals

User Role Status Meaning
Nominated The individual has been nominated for a user role with the
teaching hospital or physician or NPP
Declined The individual declined the nomination for the user role
Accepted The individual accepted the nomination for the user role
Requested (teaching hospital An individual has self-nominated for a user role with a teaching
only) hospital
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Approved (teaching hospital
only)

The individual’s self-nomination for the user role has been
approved by an authorized official with the teaching hospital

Vetted (physician and NPP only)

The physician or NPP has successfully completed the vetting
process

Pending Vetting (physician and
NPP only)

The physician or NPP has not yet undergone the vetting process

Vetting In Progress (physician
and NPP only)

The physician or NPP is undergoing the vetting process

Failed Vetting (physician and
NPP only)

The physician or NPP has not yet undergone the vetting process

3.5a: Nominating an Authorized Representative (Returning System Users)
If you are a physician or NPP that did not delegate an authorized representative during initial
registration, follow the steps below to nominate an individual for that role.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and
navigate to the Open Payments home page, and select the “My Profile” tab.
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Figure 101: Open Payments Landing Page For Returning User

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

A ® > ©)

Review and Dispute My Profile Messages Resources

User Guide [PDF]

Welcome to the Open Payments System

Need help with the website?

Announcements Contact Us by email

Program Year 2020 general information - Review and dispute functionality in the Open
Payments system is unavailable until April 2021. CMS will announce the beginning of the review
and dispute period here and via the Open Payments email updates.

Review the Open Payments
Privacy Policy [PDF]

L» Access the Open Payments
?
H

At any time, individuals may register with a teaching hospital and/or register as a physician, accept 3 Is“
or request nominations, and review their profile information. Relevant resources are available on ”
the Resources page of the Open Payments website. S

In preparation for Program Year 2020 data submission the Open Payments system will be ho i %
unavailable during the following dates: %

- Friday, January 22, 2021, through Thursday, January 28, 2021.

.

Visit the Open Payments website for program information and resources. If you have any | .
questions, contact the Open Payments Help Desk by email at openpaymenis@cms.hhs.gov or by
phone at 1-855-326-8366 (TTY Line: 1-844-649-2766).

‘You can manage your user profile and perform the actions associated with your profile. Note: In
order to be able to review all records submitted for you, you must have entered your NPI, if
available, and all state licenses under your profile details in Open Payments system.

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.
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Step 2: From the “My Profile Overview” tab, select the “My Profile Details” tab.

Figure 102: My Profile Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

G} 2 ) > ®

Home Review and Dispute My Profile Messages Resources

User Guide [PDF]

Karen Miller Need help with the website?

Contact Us by email

Overview My Profile Details My Roles &
Nominations

Review the Open Payments
Privacy Policy [PDF]

My PrOfiIe @ Access the Open Payments
?

Profile Name

An explanation of the statuses below can be found in the Open Payments User Guide [PDF] . f & ‘,.\

Karen Miller Doctor of Osteopathy Vetted
7112021
Your Roles
Role: Name: Role Status:
Physician You Vetted
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Step 3: On this page, you will be able to view your profile information. Select “Update Profile.”

Figure 103: My Profile Details Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

fa} S = ®

Home Review and Dispute My Profile Messages Resources

User Guide [PDF]

Need help with the website?

Karen Miller Doctor of Osteopathy Contact Us by email

Review the Open Payments
Privacy Policy [PDF]

My PrOfi Ie ['_’» Access the Open Payments
'

Overview My Profile Details My Roles &
Nominations

To update your profile details, including adding or updating authorized representative information,

select the “Update Profile” button.
Update Profile \

Personal Information

Name: Karen Miller

Business Email Address:  openpayments@yopmail.com
Business Telephone Number: 555-555-5555
Practice Name:

Practice Business Address: 7500 Security Blvd.
Baltimore, Maryland 21244
us

Covered Recipient Information
Physician Primary Type:

Doctor of Osteopathy

National Provider Identifier (NPI): 1111111111
Drug Enforcement Administration (DEA) Number:

Taxonomy Codes:
Allopathic & Osteopathic Physicians|Anesthesiology

State Licenses:
Maryland 123456
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Step 4: On the “My Profile” page, you can nominate an authorized representative if you did not do so
during initial registration or update the level of access for an existing authorized representative. You
may also change your current authorized representative. To do this, replace the existing authorized
representative’s name, email address, telephone number, job title, business address and level of access
information with new data. The system will generate an email notification with a Nomination ID to the
nominee informing that person of their nomination for a role in the Open Payments system.

If you still do not wish to delegate an authorized representative, select “Not now” and select “Save
Updates.” On this page, you may also modify your profile information, such as adding or editing your
state license information or physician or NPP taxonomy codes. See Section 3.6 for more information on
profile updates.

If you wish to delegate an authorized representative, select “Yes, designate an authorized
representative.” The fields required to nominate an authorized representative will appear on the page.
Please enter information for all required fields. Required fields will appear with an asterisk.

The default level of access is “Read.” If you would like the authorized representative to have more
access while representing you in the Open Payments system, select “Modify Profile” or “Dispute
Records.” Access levels are discussed in Section 3.4. When complete, select “Save Updates.”
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Figure 104: My Profile Details Tab Editing

Open Payments (Sunshine Act)

Physician or Non-Physicien Practitioner Switch User Type

1f) ® ®

Home Review and Dispute My Profile Resources

User Guide [PDF]

Need help with the website?

Rashid Khalil Dogtor of Osteopathy Contact Us by emall

Overview My Profile Details My Roles &
Nominations

Review the Open Payments
Privacy Policy [PDF]

My Profile Ao e OvenPoymerts
?

Update Profile
Afield with an asterisk (*) is required.

You may update your prafile by entering the updated information below. You must provide your
National Provider Identifier (NPI) If you have one. You must also provide at least one of your state
licenses. Once your profile has been successiully matched (vetted) using CMS resources, you will

P o\ 53 S 5 SRR

Covered Recipient's Authorized Repi

A physician or nen-physician praciiioner may designale an aulhorized representative to lake certain
actions on his or her behalf in the Open Payments system. This person can be another physician
nan-physician practitioner, an affice manager, a practioe manager, or any ather persan the physician
or non-physician pracitioner wants to designate,

The nominated authorized representative will receive an emall stating that they have been
nominated for the role. The nominated individual must accept this fole in the Open Payments system
tn become an authorized representative. If the nominee does not accept the role. the physician or
nan-physician praciitioner may nominate another person.

Nominate the Covered Recipient Authorized Representative in
the Open Payments System

The namines will have 10 days to accept or reject the rale. The nomination will expire if the nomines:
does not respond within 10 days.

Note: Covered Recipient autrorized representative nominees must register in the CMS Identity
Management {IDM) system for login credentials before they can log into Open Payments and take
action on the nomination. If the nominee accepts the role, they will then be prompted to create an
individual profile in the Open Payments system.

“Designate an authorized representative?

Yes, designate an authorized representafive ~

“Authorized Representative's First Name:  Middle Name:

Jog

*Authorized Representative’s Last Name :  Suffix (Jr,, Sr,, etc.):
Smith

*Business Email Address: *Job Title:
0Opanpayments@yopmail.com

Authorized Representative's Business Address

Enter the primary business address If the authorized representative has multiple business
addresses.

“Country:
Please Select -

*Business Address, Line 1:
7500 Security Bivd.

Business Address, Line 2;

“Clty Name: *State:
Batimare Maryland v

“Business Telephone Number:
99999 999-999-9999
21244 555-555-5555

Assign the Authorized Representative’s Access Level

The authorized representative's access level will determine the actions they can take on behalf of
the covered recipient in the Gpen Payments system.

By default, the autharized representative can read any information in the cavered recipient’s profile
In the Open Payments system. Select any additicnal level(s) of access to be granted to the
authorized representalive below. Authorized representatives cannot edil their access levels.

*Access Level:

Read - {Dafaull access level) Able 10 see cavered recipent profila and records assacialed wilh the
covered recipient

[ Moy Profile - Able 1o edil o @nler (he covarad racipient’s profiis mformation (N1, license, laxoncmy
code, sic).

[ Dispute Recards - Able o dispule recons of payments or other lrensiers of valus assaciated with tha
coverad ecipient thal was submittad by reporting entities

Cancel Save Updates
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Step 5: The nominee will receive an email notification that they have been nominated for a role in the
Open Payments system. The email will contain a nomination ID. Users notified of their nomination for a
role must use the nomination ID received in the nomination email to complete their profile in the Open
Payments system and receive access to the functions for that specific role. The nominee will have 10
calendar days to accept or reject the nomination.

Figure 105: My Profile Details Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Gt ® .

Home Review and Dispute My Profile Messages Resources
My Profile @ Access the Open Payments
User Guide [PDF]

Need help with the website?

Rashid Khalil Medical Doctor o

? Contact Us by email
Review the Open Payments

Overview My Profile Details My Roles & a Privacy Policy [PDF]

Nominations

Confirmation: 33
» You have successfully updated your profile. .

To update your profile details, including adding or updating authorized representative information,
select the “Update Profile” button. Please Note the “Update Profile” button is disabled when
the covered recipient profile is in vetting in progress.

Update Profile

Personal Information .

Name: Rashid Khalil

Business Email Address: openpayments@yopmail.com
Business Telephone Number: 555-555-5555

Practice Name:

Practice Business Address: 7500 Security Bivd.
Baltimore, MD 21244
us

Covered Recipient Information
Physician Primary Type:

Medical Doctor

National Provider Identifier (NPI): 1003000142
Drug Enforcement Administration (DEA) Number:

Taxenomy Codes:
Allopathic & Osteopathic Physicians|Anesthesiology

State Licenses:
Michigan 4301093657

Covered Recipient's Authorized Representative

Authorized Representative: Joe Smith

Business Email Address: openpayments@yopmail.com
Business Telephone Number: 555-555-5555

Job Title: director

Business Address: 7500 Security Blvd.
Baltimore, MD 21244
us

Access Level:
Review Data (Read-Only)
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3.5b: Nominating Additional Roles for a Teaching Hospital (Returning System Users)

If you are an authorized official for a teaching hospital that did not nominate individuals for user roles
during initial registration, follow the steps below. The authorized representative can be a physician, NPP,
an office manager, a practice manager, or any person the teaching hospital would like to designate.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and
navigate to the Open Payments home page, and select the “Manage Teaching Hospitals” tab.

Figure 106: Open Payments Landing Page for Returning User

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

G} Ei ® & = ©)

Manage Teaching

Home Review and Dispute Hospitals

My Profile Utilities Messages Resources

Access the Open Payments
User Guide [FDF]

Welcome to the Open Payments System

Need help with the website?

Announcements Contact Us by email

Program Year 2018 Review and Dispute Period Open -

The Review and Dispute period is open starting April 1, 2019. During this period, reporting entities
may receive disputes from covered recipients and should work with them directly to rezolve the
disputes. Physicians and teaching hospitals may review data about them and initiate disputes until
May 15, 2019. After that, reporting enfities have an additional 15-day correction period to make
corrections to disputed data as needed. Records with unresolved disputes at the end of the
correction period will be identified in the published data as disputed. Changes to records after the
correction period will be included in future data publications.

Review the Open Payments
Privacy Policy [PDF]

v §

Visit the Cpen Payments website at https fwww.cms_gov/openpayments for information. For
questions, contact the Open Payments Help Desk by email at cpenpayments@cms_hhs.gov or by
phone at 1-855-326-8366. For the TTY line, call 1-844-649-2766.

You can manage your user profile and perform the actions associated with your profile.

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.
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Step 2: Select the teaching hospital for which you wish to nominate a new role.

Figure 107: Manage Teaching Hospitals Page

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

tat & @ & ) ®

Manage Teachin
Hospitals

Review and Dispute

My Profile Utilities Messages Resources

Access the Open Payments
User Guide [PDF, 37.3 MEB]

Manage Teaching Hospitals

Below are the teaching hospitals with which you are affliated. To view detalls and manage user
roles, select a teaching hospital from the list below. You may register a new teaching hospital by
selecting the "Register New Teaching Hospital” button.

Contact Us by email

Review the Open Payments
Privacy Policy [PDF. 102 KB]

g
? Need help with the website?
o

Register New Teaching Hospital

Your Teaching Hospitals

\ oy SeRIEE REIDRY) TIN: Address: Status:
Hame:

~ry T500 Security Bhd.
ABCDE Teaching Hospital 11-1231224 v Registered
- izt Baltimore, MD 21244 =

ABCDE Medical Hospital  11-1231234 7500 Security Bivd., Registerad
Baltimore, MD 21244
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Step 3: Select the “Manage Roles” tab.

Figure 108: Teaching Hospital Information Page
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1731234 | Hespital Hepatil Baitimons MO 21244 000 -
TEM Secunty Bhad
Hid 11 T Teaching ¥YZ Tamching 7500 Sacunty BV Baameny D
123124 Hospta Hes paal Saltimare MO 124 299,4
3 11- X¥I Taaching 7 Teaching 7500 See TE0D Secusily B
Ik 7 Cufly Biwd
T 1EMIM Hoipta rospial Saitimis MO 21264 ?:,;’:ﬂ" .
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Step 4: Select the “Nominate New Role” button.

Figure 109: Manage Teaching Hospital Manage Roles Tab

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

fat & &

Manaqge Teachin

Review and Dispute Hospitals Utilities

®

Resources

XYZ Teaching Hospital

Teaching Hospital Manage Roles

Information

Select the "Mominate New Role” button to nominate a new individual to fill a rola for your teaching
hospital. Select the "Modify™ button to change the role of an existing hospital. Select the
"Deactivate User" button to remove an active user completely from your teaching hospital. Note: an
authorized official may modify or deactivate ancther authorized official but cannot deactivate
themselves from the teaching hespital.

An explanation of the statuses below can be found in the Open Payments User Guide [PDF, 37.3

ME]
Mominate New Role
Name: Role: Status: Actions:
Karen Miller Authorized Watted Modify
Official
Susan Jones Authonized Nomination Modify
Official Approved

- JES I B

Accaess the Open Payments
User Guide [PDF, 37.3 MEB]

Meed help with the website?
Contact Us by amail

Review the Open Payments
Privacy Palicy [PDF, 102 KB]
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Step 5: Enter the required fields and select the desired role for the nomination, such as authorized
official. All required fields are marked with an asterisk. When finished, select the “Send Nomination”
button.

Figure 110: Teaching Hospital Manage Roles Tab Nominate Roles

Open Payments (Sunshine Act)

Teaching Hospital Switch User Typa

tat (B @ & & = ®

Ma 2 Teachin

Review and Dispute Hospitals

My Profile Utilities Messages Resources

XYZ Teaching Hospital

Access the Opan Payments
User Guide [FDF, 37.3 MEB]

Teaching Hospital Manage Roles

Need help with the website?
Information

Contact Us by email

Review the Open Payments

Nominate New Role Privacy Policy [PDF. 102 KB]

Nominee

- SIS

A figld with an asterisk (*) is required.

Nominate someone who will have a role in the Open Payments system for your Teaching Hospital.

*First Name: Middle Name: h
Susan
*Last Name: Suffix (Jr., Sr., etc.):
Jones
*Email Address: *Business Phone:
999-959-9989
openpayments T @yopmail com 333-333-3333

*Indicate the role this person will have:

Authorized Official: May access/review data and initiate disputes on records on bahalf of the
teaching haspital. May nominate other individuals for user roles or modify existing user roles. They are
also responsible for approving/denying nominations made by cthers as well as deactivaling users
* Authorized Representative: May access/review data and initiate disputes on records on behalf of
the teaching hospital. May nominate other individuals for user roles with the teaching hospital

Business Address

Business Address, Line 1:
7500 Security Blvd

Business Address, Line 2:

City Name: State: Zip Code:
99989 8999
Baltimore Maryland v 21244
Cancel Send Nomination
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After you send the nomination, you will be brought back to the “Manage Roles” tab, and you will see
that the new nomination and the status of the nomination are now listed on the page.

Figure 111: Teaching Hospital Manage Roles Tab Confirmation

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

) B | ® 2 @

Home Review and Dispute L My Profile Uhilities Resources

XYZ Teaching Hospital Access the Open Payments
User Guide [PDF, 37.3 MB]
Teaching Hospital Manage Roles Need help with the website?
Information

Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

Confirmation:

P~ 3

» You have successfully submitted a nomination.

Select the "Nominate New Role" button to nominate a new individual to fill a role for your teaching
hospital. Select the "Moedify” button to change the role of an existing hospital. Select the
"Deactivate User” buiton to remove an active user completely from your teaching hospital. Mote: an
authorized official may meodify or deactivate another authorized official but cannot deactivate
themselves from the teaching hospital.

An explanation of the statuses balow can be found in the Open Payments User Guide [PDF, 37.3
MB] .

Neominate New Role

MName: Role: Status: Actions:

Karen Muller Authorzed Velted Modify
Official

Susan Jones Authorized MNomination Modify
Oficial Approved

Susan Jones Authonized Nomination Modity
Reprasentative  Approved

The nominee will receive an email notification that they have been nominated for a role in the Open
Payments system. The email notifying the nominee will contain a registration ID and a nomination ID.
Users notified of their nomination for a role must use the registration ID and nomination ID received in
the nomination email to complete their profile in the Open Payments system and receive access to the
functions for that specific role. The nominee will have 10 calendar days to accept or reject the
nomination.

Instructions for confirming nominations can be found in the next section.
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3.5c: Accepting or Rejecting a Nomination (Authorized Representative — First-Time Users)

If you have been nominated for a physician and/or NPP authorized representative role, you will receive
a notification email containing instructions and important information needed to accept your
nomination. You will have 10 calendar days to accept or reject the nomination. If you have not taken

action on your nomination within 10 days, the nomination will expire. Follow the steps below to accept
the nomination.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and
navigate to the Open Payments home page. The on-screen text contains important information
regarding the registration process. Read the on-screen text and select “Create My Profile” when you are
ready to begin the registration process.

Figure 112: Open Payments Landing Page for First-Time System Users

| Open Payments (Sunshine Act)

» Access the Open Payments
1iglleht:t::me to the Open Payments RRRN fecessix oo b
stem
Yy ?. Need help with the website?
Our records indicalte that you have not yel registered in the Open c . Contact Us by email
Payments system, Before you can perform any aciions fn the system rea e
you must first create your profiie and complete the registration process My Profile Review the Open Payments
B Privacy Policy [PDF, 102 KB]

AAAAA P T T T T TToTT IS v v v v v v v v v v v v T OTPL LU v PO VT oI oo T v oo wow |

Step 2: The on-screen text contains important information regarding creating the physician, NPP, and
individual profiles. Read the on-screen text and select the link to the quick reference guide “Required
Fields for Registration” for a list of information required during registration. Select “Start Profile” at the
bottom of the page when you are ready to continue.

Figure 113: Create My Profile Page

Open Payments (Sunshine Act)

Create Profile
Create Profile

To begin creating a profile and registering in the Open Payments system, you must identify your affiliation

@ Select Profile Type with an applicable manufacturer, applicable group purchasing organization (GPO), teaching hospital,
physician, or non-physician practitioner. Users with provider type of Physician Assistant, Nurse
b ANt DSBS P rWYWYYYY.

*4 NyuiCian 0r No.=Prysivan Pradtitiune: o don when tugis.erii.g. h you arc ar nys.cia. Avsiswant, sluise
Practitioner, Clinical Nurse Specialist, Certified Registered Nurse Anesthetist or Anesthesiologist
Assistant, or Certified Nurse-Midwife who works at a teaching hospital and wish to see data related to
you in your capacity as a non-physician practitioner, select the “Physician or Non-Physician Practitioner”
option when registering.

When you are ready to begin registration, select “Start Profile.”

Cancel Start Profile
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Step 3: Although you are affiliating with a physician or NPP, do not select “Physician or Non-Physician

Practitioner” on the “Select Profile Type” page. Instead, select the “I have a Nomination ID and/or a
Registration ID” link at the bottom of the page.

Figure 114: Select Profile Type Page

Open Payments (Sunshine Act)

Select Profile Type

Create Profile

Afield with an asterisk (*) is required.

@ Select Profile Type If you received a nomination ID and/or registration ID in an email notifying you of your nomination for a user role,

begin creating your profile by selecting the “I have a Nomination ID and/or a Registration ID” link.
(@ Register Entity

If you did not receive a nomination 1D and/or a registration ID in an email, begin creating your profile by
@ Personal Information indicating whether you are a reporting entity or covered recipient.

@ Review and Submit Profile Note: If you are a physician who works at a teaching hospital and wish to see data related to you in your
capacity as a physician, select the “Physician or Non-Physician Practitioner” option when registering.
Registering as a user affiliated with a teaching hospital will allow you to see only data related to that teaching

» Access the Open Payments hospital and not your records. You may register as both a physician and a user affiliated with a teaching hospital
Lc User Guide if needed.
9 Need help with the website? If you have any questions regarding the user type you should register as, please contact the Open Payments
[ Contact Us by email Help Desk openpayments@cms.hhs.gov for guidance.
Review the Open Payments *Required: Select the type of entity or covered recipient you are affiliated with OR the "l have a
a Privacy Policy [PDF]

Nomination ID and/or a Registration ID" link. @

) Applicable manufacturer or applicable group purchasing organization (GPO)
Physician or Non-Physician Practitioner
O Teaching hospital

OR

ﬁ I have a Nomination ID and/or a Registration ID

Cancel Continue
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Step 4: Select the User Type “Physician or Non-Physician Practitioner.” Enter the nomination ID included
in the nomination notification email you received and then select the “Show Nomination” button.

Figure 115: Search for Nomination Page

Open Payments (Sunshine Act)

Search for Nomination

Create Profile A field with an asterisk (*) is required.

From the dropdown list below, select your User Type.
«" Select Profile Type

Register Enti
@ 9 ty Enter your Nomination ID and Registration ID included in the nomination email you have

Search Nomination received. Note: nominees for Physician or Non-Physician practitioner authorized representatives
Entity Information receive only Nomination ID numbers.

ConfipplNomination Select the "Show Nomination" button to see the information associated with your nomination.

@ Personal Information
*User Type

@ Review and Submit Profile Physician or Non-Physician Practitioner v

*Nomination ID:
The ID is a 12-digit number
522641853977

Access the Open Payments
User Guide

Show Nomination

Need help with the website?
Contact Us by email

Nomination Search Results
Review the Open Payments
Privacy Policy [PDF] Below is the information associated with the nomination.
Select "Continue" if the information displayed on the screen is correct.
Select “Cancel” to return to the previous page if the information displayed is incorrect.

P~ g

Jared Smith was nominated as Authorized Representative for
User Type: Non-Physician Practitioner

Non-Physician Practitioner's Name: Karen Miller

Cancel Continue
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Step 5: Review the nomination information displayed. If the information is correct, select the “Continue”
button. If the information is incorrect, select the “Cancel” button and contact the nominator directly.

Figure 116: Search for Nomination Page With Nomination Shown

Create Profile

«" Select Profile Type

(@ Register Entity

Search Nomination
Entity Information
Confirm Nomination

(@ Personal Information

@ Review and Submit Profile
Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

B v [

Open Payments (Sunshine Act)

Search for Nomination

A field with an asterisk (*) is required.

From the dropdown list below, select your User Type.

Enter your Momination ID and Registration ID included in the nomination email you have
received. Note: nominees for physician authorized representatives receive only Nemination 1D
numbers.

Select the "Show Nomination" button to see the information associated with your nomination.

*User Type
Physician or Non-FPhysician Practitioner v

*Nomination ID:
The ID is a 12-digit number
458695578108 Show Nomination

Below is the information associated with the nomination.
Select "Continue” if the information displayed on the screen is comrect.
Select “Cancel” to return to the previous page if the information displayed is incorrect.

Tom Smith was nominated as Authorized Representative for
User Type: Physician

Physician's Name: Karen Miller

Cancel Continue
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Step 6: Review the physician or NPP information displayed on the page. You will not be able to edit the
information. Ensure that this is the physician or NPP for which you want to accept the user role
nomination. If it is not the correct physician or NPP, either select the “Back” button at the bottom of the
page to return to the previous page to correct the information you have entered or select the “Cancel”
button to end the acceptance process.

Figure 117: Confirm Physician Information Page

Open Payments (Sunshine Act)

Confirm Covered Recipient Information

Below is the information for your selected Covered Recipient. Review and confirm the Covered Recipient
identified below is correct. Select “Continue” to begin creating your user profile

Create Profile

« Select Profile Type

@ Confirm Covered Recipient Personal Information
@ Confirm Nomination

First Name: Karen
@ Authorized Representative

Last Name: Miller

@ (o e EERR RETS Business Telephone Number: 555-555-5555

Business Email Address:
Access the Open Payments :
User Guide [PDF] Practice Name:

Practice Business Address, Line 1: 123 Fairfax Ln
Need help with the website?
Contact Us by email Practice Business Address, Line 2:
Review the Open Payments iy REITE8. EEiIm
Privacy Policy [PDF]

v {

State: VA
Zip Code: 20148

Country: US
Covered Recipient Information

Covered Recipient Primary Type:
Physician Assistant

National Provider Identifier (NPI): 1003454992
Drug Enforcement Administration (DEA) Number:

Taxonomy Code:
363LF0000X

State Licensing Information:  Oregon - 201505481RN

Cancel Back
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Step 7: Review the nomination information on the page. Select “Yes, | accept the role of Authorized
Representative” if you wish to accept the role or “No, | do not accept” if you do not wish to accept the
role. If you accept the role and select “Continue,” you will continue the nomination confirmation
process.

If you reject the role for which you have been nominated, select the “Continue” button after selecting
“No, | do not accept” for the role. The system will ask you if you are sure you want to reject this role. If
you confirm your choice to reject the role, you will exit the system and the nominator will receive an
email that you rejected the nomination. The nominator will then be allowed to nominate another
individual for the role.

Figure 118: Confirm Nomination Page

Open Payments (Sunshine Act)

Confirm Nomination
Create Profile
A field with an asterisk (*) is required.

Confirm the user role by either accepting or rejecting the nomination. Select the appropriate option below.

SelcctironichlVpe Then, select the “Continue” button to proceed.

Confirm Physician

Confirm Nomination Karen Miller

Authorized Representative 7500 Security Bivd

Baltimore, MD 21244

@ . < <

Review and Submit Profile
Physician Primary Type: Medical Doctor

Access the Open Payments National Provider Identifier (NP1): 1123456789

L’ User Guide [PDF, 37.3 MB] Business Telephone Number: 555-555-5555
#* | T
#)  Nesd help vith the website? o CIIaRon S
H Contact Us by email * Yes, | accept the role of Authorized Representative
No, | do not accept
a Review the Open Payments Access Level:

FliER) FElly D)7, 122 ] Read - (Default access level) Able to see physician profile and records associated with the physician.

Modify Profile - Able to edit or enter the physician's profile information (NPI, license, taxonomy code,
etc.).

Dispute Records - Able to dispute records of payments, other transfers of value, and ownership and
investment interests associated with the physician that were submitted by reporting entities

Cancel Back Continue
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Step 8: Enter your personal information and select the “Continue” button.

Figure 119: Authorized Representative Page

Open Payments (Sunshine Act)

Authorized Representative
Create Profile

Afield with an asterisk (*) is required.
+" Select Profile Type

+ Confirm Covered Recipient Authorized Representative

«" Confirm Nomination Enter the name, business email, job title, and business telephone number of the nominated authorized
representative.
@ Authorized Representative
*Authorized Representative's First Name: Authorized Representative's Middle Name
(® Review and Submit Profile K
aren
» Access the Open Payments *Authorized Representative's Last Name: Authorized Representative's Suffix
L. User Guide [PDF] Miller
‘? Need help with the website? *Business Email Address: *Job Title:
f Contact Us by email )
openpayments@yopmail.com Manager
Review the Open Payments ) . .
a Privacy Policy [PDF] Authorized Representative's Business Address

Enter the nominated authorized representative’s business address information below. Enter the
primary business address if the authorized representative has multiple business addresses.

*Country:
United States v

*Business Address, Line 1:
7500 Security Blvd.

Business Address, Line 2:

*City Name: *State:

Baltimore Maryland v
*Zip Code: *Business Telephone Number:

99999 9999 999-999-9999

21244 555-555-5555

Cance' BaCK
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Step 9: Now you will be asked to review the information you have entered. To correct any errors, select
the “Back” button at the bottom of the page to return to previous pages and make your corrections. If
the information is correct, select the “Submit” button.

Figure 120: Review and Submit Profile Page

Open Payments (Sunshine Act)

Review and Submit Profile

Review the information on this page to ensure it is correct. Select the “Back” butten to navigate to the
previous pages to correct any invalid information. Select the “Continue” button to submit your profile.

Create Profile

«" Select Profile Type

+" Confirm Physician Authorized Representative Information
+«" Confirm Nomination e N

«” Authorized Representative Last Name: Smith

@ Review and Submit Profile Middle Name:
Suffix (Jr., Sr., etc.):

Access the Open Payments Business Telephone Number: 222-222-2222
User Guide [PDF, 37.3 ME]

Business Email Address: openpayments2@yopmail.com

Need help with the website?

! Job Title: Manager
Contact Us by email

Practice Business Address, Line 1: 7500 Security Blvd.

Review the Open Payments . . . .
Privacy Policy [PDF, 102 KB] Practice Business Address, Line 2:

P~ 3

City Name: Baltimore
State: MD
Zip Code: 21244

Country: US

Cancel Back Submit
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The following message will appear on-screen to confirm your nomination has been successfully
accepted.

Figure 121: Success Confirmed Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

_ Success Confirmed
Create Profile You have successfully created your profile, Tom Smith.

You may now:
+ Select Profile Type « Go to Open Payments Home
+ Confirm Covered Recipient + Refer to the Open Payments User Guide [PDF, 37.3 MB] for further information
+’ Confirm Nomination For help obtaining a PDF viewer, go to the CMS.gov Help page.

«" Authorized Representative

«" Review and Submit Profile
Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

v

Review the Open Payments
Privacy Policy [PDF, 102 KB]

3.5d: Accepting or Rejecting a Nomination (Authorized Representative — Returning System

Users)

If you have been nominated for a physician and/or a NPP authorized representative role, you will
receive a notification email containing instructions and important information needed to accept your
nomination. Once you have received this email, follow the steps below to accept the nomination.
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Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials,
navigate to the Open Payments home page, and select the “My Profile” tab from the menu bar on the
Open Payments home page.

Figure 122: Open Payments Landing Page For Returning Physician or NPP User

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

B3 ®

Review and Dispute My Profile Messages Resources

User Guide [PDF]

Welcome to the Open Payments System

Need help with the website?

Announcements Contact Us by email

Program Year 2020 general information - Review and dispute functionality in the Open
Payments system is unavailable until April 2021. CMS will announce the beginning of the review
and dispute period here and via the Open Payments email updates.

Review the Open Payments
Privacy Policy [PDF]

@ Access the Open Payments
?
H

At any time, individuals may register with a teaching hospital and/or register as a physician, accept
or request nominations, and review their profile information. Relevant resources are available on AN
the Resources page of the Open Payments website. )
In preparation for Program Year 2020 data submission the Open Payments system will be )
unavailable during the following dates:

- Friday, January 22, 2021, through Thursday, January 28, 2021.

Visit the Open Payments website for program information and resources. If you have any .
questions, contact the Open Payments Help Desk by email at openpayments@cms.hhs.gov or by
phone at 1-855-326-8366 (TTY Line: 1-844-649-2766).

‘You can manage your user profile and perform the actions associated with your profile. Note: In
order to be able to review all records submitted for you, you must have entered your NP, if
available, and all state licenses under your profile details in Open Payments system.

According to the Paperwork Reduction Act of 1995, no persons are required fo respond to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.
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Step 2: From the “My Profile Overview” tab, select the “My Roles and Nominations” tab.

Figure 123: My Profile Page

Open Payments (Sunshine Act)

Physician or Nan-Physician Practitioner Switch User Type

1N @ B3 ®

Home Review and Dispute Manage Covered Recipients

My Profile

Messages Resources

User Guide [PDF]

@ Access the Open Payments
. Need help with the website?
Jared Smith ? Contact Us by email
Overview My Profile Details My Roles & Review the Open Payments
Nominations a Privacy Palicy [PDF]
An explanation of the statuses below can be found in the Open Payments User Guide [PDF] . " l,\\
Profile Name Y
A
Jared Smith :
Your Roles
Role: Name: Role Status:
Authorized Representative Karen Miller Accepted
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Step 3: From the “My Roles and Nominations” tab, select “Accept/Reject Nominations.”

Figure 124: My Roles and Nominations Tab

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

10 2 ®

Home Review and Dispute Manage Covered Recipients Messages Resources

User Guide [PDF]

Need help with the website?
Contact Us by email

Jared Smith

Overview My Profile Details My Roles &
Nominations

Review the Open Payments
Privacy Policy [PDF]

My PrOflle @ Access the Open Payments
?

=

Accept/Reject Nominations (
My Roles \

Select the "Accept/Reject Nominations" button above to take action on a nomination. You will be
asked to enter the Nomination ID (and Registration ID if you are associated with an applicable
manufacturer, an applicable GPO, or a teaching hospital). Roles which you have already accepted
are listed below.

An explanation of the statuses below can be found in the Open Payments User Guide [PDF] . ! .
Role: Covered Recipient's Name: Role Status:
Authorized Representative Karen Miller Accepted
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Step 4: The “User Type” should be pre-populated with “Physician or Non-Physician Practitioner.” Enter

the nomination ID provided in the nomination notification email you received and then select “Show
Nomination.”

Figure 125: Search for Nomination Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Gt @ > ®

Home Review and Dispute Manage Covered Recipients My Profile Messages Resources

Search for Nomination

A field with an asterisk (*) is required.

Create Profile

From the dropdown list below, select your User Type.
«" Select Profile Type

® 3 EET Enter your Nomination 1D and Registration ID included in the nomination email you have
received. Note: nominees for Physician or Non-Physician practitioner authorized representatives
Entity Information receive only Nomination 1D numbers.

Confirm Nomination

Search Nomination

Select the "Show Nomination” button to see the information associated with your nomination.
@ Personal Information

*User Type

@ Review and Submit Profile Physician or Non-Physician Practitioner v

*Nomination ID:
@ LTRSS T2 O FEES The ID is a 12-digit number
User Guide
H

522641853977 Show Nomination
Need help with the website?

Contact Us by email

Review the Open Payments
Privacy Policy [PDF] Cancel
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Step 5: Review the nomination information displayed. If the information is correct, select the “Continue”
button. If the information is incorrect, select the “Cancel” button and contact the nominator directly.

Figure 126: Search for Nomination Page with Search Results

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Search for Nomination

Create Profile Afield with an asterisk (*) is required.

From the dropdown list below, select your User Type.
«" Select Profile Type

Register Enti
@ 9 ty Enter your Nomination ID and Registration ID included in the nomination email you have

Search Nomination received. Note: nominees for Physician or Non-Physician practitioner authorized representatives
Entity Information receive only Nomination ID numbers.

Canfinm]Nomination Select the "Show Nomination" button to see the information associated with your nomination.

@ Personal Information
*User Type

@ Review and Submit Profile Physician or Non-Physician Practitioner v

*Nomination ID:

@ e _the Cpzn PAEE The ID is a 12-digit number
User Guide
522641853977 Show Nomination
7 Need help with the website?
! Contact Us by email 5 i
Nomination Search Results
Review the Open Payments
a Privacy Policy [PDF] Below is the information associated with the nomination.

Select "Continue" if the information displayed on the screen is correct.
Select “Cancel” to return to the previous page if the information displayed is incorrect.

Jared Smith was nominated as Authorized Representative for
User Type: Non-Physician Practitioner

Non-Physician Practitioner's Name: Karen Miller

Cancel
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Step 6: Review the covered recipient information displayed on the page. You will not be able to edit the
information. Ensure that this is the covered recipient for which you want to accept the user role
nomination. If it is not the correct covered recipient, either select the “Back” button at the bottom of
the page to return to the previous page to correct the information you have entered or select the
“Cancel” button to end the acceptance process.

Figure 127: Confirm Covered Recipient Information Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Confirm Covered Recipient Information

Below is the information for your selected Covered Recipient. Review and confirm the Covered Recipient
identified below is correct. Select “Continue” to begin creating your user profile.

Create Profile

«" Select Profile Type

@ Confirm Covered Recipient Personal Information
@ Confirm Nomination

First Name: Karen
@ Authorized Representative

Last Name: Miller

® ReviewlandSUbBTIECI Business Telephone Number: 555-555-5555

Business Email Address:
Access the Open Payments .
User Guide [PDF] Practice Name:

Practice Business Address, Line 1: 7500 Security Blvd.
Need help with the website?

B vy

Contact Us by email Practice Business Address, Line 2:
Review the Open Payments (SHy A
Privacy Policy [PDF] State: MD

Zip Code: 2z

Country: US

Covered Recipient Information

Covered Recipient Primary Type:
Physician Assistant
National Provider Identifier (NPI): 1003454992

Drug Enforcement Administration (DEA) Number:

Taxonomy Code:
363LF0000X

State Licensing Information:  Oregon - 201505481RN

Cancel Back
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Step 7: Review the nomination information on the page. Select “Yes, | accept the role of” if you wish to
accept the role or “No, | do not accept” if you do not wish to accept the role. If you accept the role and
select the “Continue” button, you will continue the nomination confirmation process.

If you reject the role for which you have been nominated, select the “Continue” button after selecting
“No, | do not accept” for the role. The system will ask you if you are sure you want to reject this role. If
you confirm your choice to reject the role, you will exit the system and the nominator will receive an
email that you rejected the nomination. The nominator will then be allowed to nominate another
individual for the role.

Figure 128: Confirm Nomination Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Confirm Nomination
Create Profile

A field with an asterisk (¥} is required.
«" Select Profile Type Confirm the user role by either accepting or rejecting the nomination. Select the appropriate option below. Then,

select the "Continue" button to proceed.
«" Confirm Covered Recipient

@ Confirm Nomination Karen Miller

(@ Authorized Representative 7500 Security Blvd.
Baltimore, Maryland 21244

(B Review and Submit Profile us

Access the Open Payments Covered Recipient Primary Type:

User Guide [PDF] Physician Assistant

i ) National Provider Identifier (NPI): 1003454992
Need help with the website?

Contact Us by email Business Telephone Number: 555-555-5555

*Confirm Nominations:

Review the Open Payments * 5 .
Privacy Policy [PDF] ® Yes, | accept the role of Authorized Representative

P~ g

O No, | do not accept
Access Level:

Read - (Default access level) Able to see covered recipient profile and records associated with the
covered recipient

Modify Profile - Able to edit or enter the covered recipient's profile information (NP, license, taxonomy
code, efc.).

Dispute Records - Able to dispute records of payments or other transfers of value associated with the
covered recipient that was submitted by reporting entities.

Cancel Back
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Step 8: Enter your personal information and select the “Continue” button.

Figure 129: Authorized Representative Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Authorized Representative
Create Profile
Afield with an asterisk (*) is required.

«" Select Profile Type
 Confirm Covered Recipient Authorized Representative
+" Confirm Nomination Enter the name, business email, job title, and business telephone number of the nominated authorized
representative.
@ Authorized Representative
*Authorized Representative's First Name: Authorized Representative's Middle Name
(® Review and Submit Profile K
aren
» Access the Open Payments *Authorized Representative's Last Name: Authorized Representative's Suffix
Lu User Guide [PDF] Miller
? Need help with the website? *Business Email Address: *Job Title:
[+ Contact Us by email
openpayments@yopmail.com Manager
Review the Open Payments i . .
a Privacy Policy [PDF] Authorized Representative's Business Address

Enter the nominated authorized representative’s business address information below. Enter the
primary business address if the authorized representative has multiple business addresses.

*Country:
United States v

*Business Address, Line 1:
7500 Security Blvd.

Business Address, Line 2:

*City Name: *State:

Baltimore Maryland v
*Zip Code: *Business Telephone Number:
99999 9999 999-999-9999

21244 555-555-5555

Cancel Back
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Step 9: Now you will be asked to review the information you have entered. To correct any errors, select
the “Back” button at the bottom of the page to return to previous pages and make your corrections. If
the information is correct, select the “Submit” button.

Figure 130: Review and Submit Profile Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Review and Submit Profile

Review the information on this page to ensure it is correct. Select the “Back” button to navigate to the previous
pages to correct any invalid information. Select the “Continue” button to submit your profile.

Create Profile

«" Select Profile Type

< D GO R Authorized Representative Information
+” Confirm Nomination

First Name: Joe
«" Authorized Representative
Last Name: Smith

@ Review and Submit Profile Middle Name:

Suffix (Jr., Sr., etc.):
Access the Open Payments i
User Guide [PDF] Business Telephone Number: 333-333-3333

Business Email Address:
Need help with the website?

Contact Us by email Job Title: senior director
Review the Open Payments Practice Business Address, Line 1: 7500 Security Blvd.
Privacy Policy [PDF]

P~ g

Practice Business Address, Line 2:

City Name: g jtimore

State: MD

Zip Code: 21244

Country: US

Cancel Back
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The following message will appear on-screen to confirm your nomination has been successfully
accepted.

Figure 131: Success Confirmed Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switeh User Type

G} A

Review and Dispute Manage Physicians Resources

Success Confirmed

You have successfully created your profile, Tom Smith.

Create Profile

You may now:

Select Profile
i e « Go to Open Payments Home

+ Confirm Covered Recipient « Refer to the Open Payments User Guide [PDF, 37.3 MB] for further information

+" Confirm Nomination For help obtaining a PDF viewer, go to the CMS.gov Help page.

«" Authorized Representative

+«" Review and Submit Profile

User Guide [PDF, 37.3 M8]

Need help with the website?
Contact Us by email

@ Access the Open Payments
?

a Review the Cpen Payments
Privacy Policy [PDF, 102 KB]

3.5e: Accepting or Rejecting a Nomination (Teaching Hospital — First Time System Users)
If you have been nominated for a teaching hospital user role, you will receive a notification email. Take

note of the information in the email, including registration ID and nomination ID, then follow the steps
below to accept the nomination.

152




Open Payments User Guide for Covered Recipients - January 2024

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and
navigate to the Open Payments home page. The on-screen text contains important information

regarding the registration process. Read the on-screen text and select “Create My Profile” when you are
ready to begin the registration process.

Figure 132: Open Payments Landing Page for First-Time System Users

| Open Payments (Sunshine Act)

Access the Open Payments

Review the Cpen Payments
Privacy Policy [PDF, 102 KB]

AAAAAS A S S ARARS SO SABES DSOS AESD DSOS S

‘glelcome to the Open Payments R e
stem

y ? Need help with the website?
Our records indicate that you have not yel registered in the Cpen c t Contact Us by email
Payments system, Before you can perform any actions in the system rea e

you must first create your profile and complete the registration process My Profile B

AL 0000008808 880080 00 0 88 0 0 000 0 00 00 000 00 0

Step 2: The on-screen text contains important information regarding creating the physician, NPP, and
individual profiles. Read the on-screen text and select the link to the quick reference guide “Required

Fields for Registration” for a list of information required during registration. Select “Start Profile” at the
bottom of the page when you are ready to continue.

Figure 133: Create Profile Page

Open Payments (Sunshine Act)

Create Profile
Create Profile

To begin creating a profile and registering in the Open Payments system, you must identify your affiliation
with an applicable manufacturer, applicable group purchasing organization (GPO), teaching hospital,

physician, or non-physician practitioner. Users with provider type of Physician Assistant, Nurse
FL VSV AP NI S W W WY WY WY W W W N . y FYW A WY WY WS WY WYY

(D selectProfile Type

v hyuiGian o Now-Puysivian Pradtitivne:  opdon when regis.erig. b you are a r nys.cia. 1 Assiswant, s se
Practitioner, Clinical Nurse Specialist, Certified Registered Nurse Anesthetist or Anesthesiologist
Assistant, or Certified Nurse-Midwife who works at a teaching hospital and wish to see data related to

you in your capacity as a non-physician practitioner, select the “Physician or Non-Physician Practitioner”
option when registering.

When you are ready to begin registration, select “Start Profile.”

Cancel Start Profile
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Step 3: On the “Select Profile Type” page, though you are affiliating with a teaching hospital, do not

select “Teaching Hospital.” Instead, select the link at the bottom of the page, “I have a Nomination ID
and/or a Registration ID.”

Figure 134: Select Profile Type Page

Open Payments (Sunshine Act)

Select Profile Type

Create Profile

Afield with an asterisk (*) is required.

@ Select Profile Type If you received a nomination ID and/or registration ID in an email notifying you of your nomination for a user role,

begin creating your profile by selecting the “I have a Nomination ID and/or a Registration ID” link.
(@ Register Entity

If you did not receive a nomination 1D and/or a registration ID in an email, begin creating your profile by
@ Personal Information indicating whether you are a reporting entity or covered recipient.

@ Review and Submit Profile Note: If you are a physician who works at a teaching hospital and wish to see data related to you in your
capacity as a physician, select the “Physician or Non-Physician Practitioner” option when registering.
Registering as a user affiliated with a teaching hospital will allow you to see only data related to that teaching

» Access the Open Payments hospital and not your records. You may register as both a physician and a user affiliated with a teaching hospital
Lc User Guide if needed.
9 Need help with the website? If you have any questions regarding the user type you should register as, please contact the Open Payments
[ Contact Us by email Help Desk openpayments@cms.hhs.gov for guidance.
Review the Open Payments *Required: Select the type of entity or covered recipient you are affiliated with OR the "l have a
a Privacy Policy [PDF]

Nomination ID and/or a Registration ID" link. @

Applicable manufacturer or applicable group purchasing organization (GPO)
Physician or Non-Physician Practitioner

O Teaching hospital

OR

ﬁ I have a Nomination ID and/or a Registration ID

Cancel Continue
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Step 4: Select the user type “Teaching Hospital” from the drop-down menu. Enter the registration ID and
nomination ID that you received in the nomination notification email and then select “Show
Nomination.”

Figure 135: Search for Nomination Page

Open Payments (Sunshine Act)

Search for Nomination

A field with an asterisk (*) is required.

Create Profile

From the dropdown list below, select your User Type.
+" Select Profile Type

(@ Register Entity Enter your Nomination ID and Registration ID included in the nomination email you have

Search Nomination received. Note: nominees for physician authorized representatives receive only Nomination 1D

numbers.
Entity Information
Confirm Nomination Select the "Show Nomination” button to see the information associated with your nomination.
@ Personal Information *User Type
@ Review and Submit Profile Teaching Hospital v
*Registration ID: *Nomination ID:
Access the Open Payments The ID is a 12-digit number The ID is a 12-digit number
User Guide [PDF, 37.3 MB] 100000080198 660165971257

Need help with the website?
Contact Us by email

Show Nomination

Review the Open Payments
Privacy Policy [PDF, 102 KB]

D~ [

Cancel
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Step 5: Review the nomination information displayed. If the information is correct, select “Continue.” If
the information is incorrect, select the “Cancel” button and contact the Open Payments Help Desk at
openpayments@cms.hhs.gov.

Figure 136: Search for Nomination Select Page

Open Payments (Sunshine Act)

Search for Nomination

Create Profile A field with an asterisk (*} is required.

From the dropdown list below, select your User Type.
«" Select Profile Type

(@ Register Entity Enter your Nomination ID and Registration ID included in the nomination email you have
Search Nomination received. Note: nominees for physician authorized representatives receive only Nomination ID
Entity Information e
Confirm Nomination Select the "Show Nomination" button to see the information associated with your nomination.
@ Personal Information *User Type
@ Review and Submit Profile Teaching Hospital M
*Registration ID: *Nomination ID:
Access the Open Payments The ID is & 12-digit number The ID is a 12-digit number
User Guide [PDF, 37.3 MB] 100000020109 660165971257

Need help with the websita?
Contact Us by email
Show Nomination

Review the Open Payments
Privacy Policy [PDF, 102 KB] Below is the information associated with the nomination.
Select "Continue" if the information displayed on the screen is correct.
Select “Cancel” to return to the previous page if the information displayed is incorrect.

P~ 3

Joe Miller was nominated as Authorized Representative for
User Type: Teaching Hospital

Teaching Hospital Doing Business As Name: ABCDE Teaching Hospital
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Step 6: Select “Yes, | accept the role of” if you wish to accept the role or “No, | do not accept” if you do
not wish to accept the role. If you accept the role and select “Continue,” you will continue the
nomination confirmation process.

If you reject the role for which you have been nominated, select the “Continue” button after selecting
“No, | do not accept” for the role. The system will ask you if you are sure you want to reject this role. If
you confirm your choice to reject the role, you will exit the system and the nominator will receive an

email that you rejected the nomination. The nominator will then be allowed to nominate another
individual for the role.

Figure 137: Confirm Nomination Page

Open Payments (Sunshine Act)

Confirm Nomination
Create Profile

Review the teaching hospital infermation below to ensure this is the teaching hospital you wish to affiliate
with.
«" Select Profile Type

(@ Teaching Hospital: Search XYZ Teaching Hospital
Search Nomination 7500 Security Blvd
Confirm Nomination Baltimore, MD 21244

@ Personal Information
TIN: 111111111

@ Review and Submit Profile N . L
Confirm Nomination:
# ® Yes, | accept the role of Authorized Representative: May access/review data and initiate disputes
Access the Open Payments on records on behalf of the teaching hospital. May nominate other individuals for user roles with the
User Guide [PDF, 37.3 MB] eachialispta)
No, | do not accept

Need help with the website?
Contact Us by email Cancel

Back Continue

vy

Review the Open Payments
Privacy Policy [PDF, 102 KB]
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Step 7: Review your personal information. If the information displayed is correct, select the “Continue”

button. If the information displayed is incorrect, update the necessary fields. When finished, select the
“Continue” button.

Figure 138: Personal Information Page

Open Payments (Sunshine Act)

Personal Information
Create Profile

A field with an asterisk (*) is required.

] Add the requested personal and business information to your user profile. Some fields are pre-populated.
«+" Select Profile Type . . . . . .
Review pre-populated information for accuracy and correct any invalid information.

«" Teaching Hospital: Search Note that any changes made here will not automatically update your profile information in your other CMS

accounts, such as your Medicare, National Plan & Provider Enumeration System (NPPES) or Enterprise

@ farsonal information Identity Management (EIDM) accounts.

@ Review and Submit Profile

Your Name
@ Access the Open Payments
User Guide [PDF, 37.3 MB] *First Name: *Last Name:
#)  Need help vith the wabsite? Tom Miller
H Contact Us by email
Middle Name: Suffix (Jr,, Sr., etc.):
a Review the Open Payments
Privacy Policy [PDF, 102 KB]

Business Address

*Job Title:
Office Manager

*Business Email Address: *Business Telephone Number:
999-999-8899
openpayments5@yopmail.com 222-222-2222

*Business Address, Line 1:
7500 Security Blvd.

Business Address, Line 2:

*City Name: *State: *Zip Code:
99999 9999
Baltimore Maryland v 21244

Cancel Back
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Step 8: Review the information you have entered. To correct any errors, select the “Back” button at the

bottom of the page to return to previous pages and make your corrections. If the information is correct,
select the “Continue” button.

Figure 139: Review and Submit Profile Page

Open Payments (Sunshine Act)

Review and Submit Profile
Create Profile

Review the information entered in the previous sections.

Select the "Back" button to navigate to the previous page(s) and correct any incorrect information. Select

" Select Profile Type the "Continue" button to submit your profile.

«" Teaching Hospital: Search

+" Personal Information XYz Teaching Hospital

@ Review and Submit Profile Teaching Hospital Business Address:

7500 Security Blvd
Baltimore, MD 21244
Access the Open Payments

User Guide [PDF, 37.3 MB] Taxpayer Identification Number (TIN): 111111111

Need help with the website? Your Role: Authorized Representative

Contact Us by emalil First Name: Tom Middle Name:

Review the Open Payments Last Name: Miller Suffix (Jr., Sr., etc.):
Privacy Policy [PDF, 102 KB]

P~ g

Business Email Address: openpayments5@yopmail.com
Business Telephone Number: 222-222-2222

Job Title: Office Manager

Business Address, Line 1: 7500 Security Blvd.

Business Address, Line 2:

City Name: Baltimore State: Maryland
Zip Code: 21244

Nominations:

Role: First Last Business Email Address: Business Telephone
Name: Name: Number:
Authorized Tom Miller openpaymentsS@yopmail.com 222-222-2222
Representative
Cancel Back Continue

159



Open Payments User Guide for Covered Recipients - January 2024

The following message will appear on-screen to confirm your nomination has been successfully

accepted.

Figure 140: Success Confirmed Page

Teaching Hospital Switch User Type

Create Profile

+" Select Profile Type
«” Teaching Hospital: Search
«" Personal Information

+" Review and Submit Profile
Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

vy
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Success Confirmed

You have successfully accepted your affiliation with Kennedy Krieger and created your own profile, Tom
Miller

You may now:
« Go to Open Payments Home
For help obtaining a PDF viewer, go to the CMS.gov Help page.

Note: Based on your user role, you now will be able to take actions related to this teaching hospital in the
system.
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3.5f: Accepting or Rejecting a Nomination (Teaching Hospital — Returning System Users)

If you have been nominated for a teaching hospital user role you will receive a notification email. Take
note of the information in the email, including registration ID and nomination ID, then follow the steps
below to accept the nomination.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and

navigate to the Open Payments home page. Select the “My Profile” tab.

Figure 141: Open Payments Landing Page for Returning Teaching Hospital Users.
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Teaching Hospital Switzh LUser Type

Gl ] @ & = ®

B . Manage Teaching . &
Home: Review and Dispaute Hospitals My Profile Lhilithes Maxssapies Resources

User Guide [PDF)

Welcome to the Open Payments System

Héed hilp wilh the websie?

Announcements Contact Us by email

Pregram Year 2018 Review and Dispute Pefiod Open -

The Reéview and Dispute penicd i open staning Apdl 1. 2019, During this period, reporting entities.
may recefve disputes from covered reciplents and should work with them directly to resahve the
disputes. Phiysicians and teaching hospitals may revikew data about them and initiate disputes unbl
Ky 15, 2015, Afler that, reporting entities have an addtional 15-0ay comeciion period 1o make
corections to disputed data as needed. Reconds with unfesoived disputes at the end of he
comection period will be identined in the published £ata &3 dispuled. Changes o records aner the
comreclion peniod will be indluded in fulure Gala publications.

Review the Open Payments
Privacy Policy [PDF]

U Access the Open Payments
?
a

Visit the Open Payments websie at hitps www.cms.gowiopenpayments for information. For
questions, contact the Open Payments Help Desk by email at openpayments@ems. iis gov or by
phone @ 1-855-326-8356. For the TTY line, call 1-844.549-2T65

Yo Can manage your User profls and perfonm the actions associated with your profile.

According 1o the Papenwor Reduction Act of 1995, no persons are required bo respond o a
coliaction of information unkess It displays a valk OKEB condrol number. The OMB controd number
fof this INfOMMatcn collection (s DE38-1237. The bme requined 1 compiste this infarmation
COBECIoN Can range o 1 10 30,000 howrs per enlity d&pending on 1he Size and type of
oaganization. This information colle<tion may invohve registration, dala submission, attestation
dispuie and dispute resolution processes. If you have any comments conceming the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Alin: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850
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Step 2: Select “My Roles and Nominations.”

Figure 142: My Profile Page

Open Payments (Sunshine Act)

Teaching Hospital Switch Usar Type

Gt @ = ®

Manage Teaching
Home Review and Dispute Hospitals My Profile Messages Resources

User Guida [PDF, 37.3 MB]

Tom Miller Need help with the website?

Contact Us by email

Overview My Profile Details My Roles &

Nominations Review the Open Payments

Privacy Policy [PDF. 102 KB]

My Profile (P Access e Open Payments
?
)

The page contains information about your profile and user rales.

An explanation of the statuses below can be found in the Open Payments User Guide [PDF, 37.3
ME] .

Profile Name
Tom Miller
Your Authorized Roles

Role: Name: Status:
Authorized Representative XYZ Teaching Hospital Accepted
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Step 3: Select “Accept/Reject Nominations.”

Figure 143: My Profile Page My Roles and Nominations
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Teaching Hosphal Swilch Liser
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Manage Teaching
Réview and Disputs Hospitals My Profile Utilities. Resources

Access the Open Payments
Usar Guide [PDF. 37.3 MB]

My Profile

Tom Miller
Contact Us by email

Overview My Profile Datails My Rales & Pemibeer e Opan Poyameris
Nominations Privacy Policy [PDF, 102 KB

? Meed halp with the website?
Bielow ane the user roles for each teaching hospial with which you are afiliated. You have the
option 1o accept roles for which you have been nominaied or request additional roles for sach
teaching hospital(s) with which you are affiliated

An explanation of the siatuses baelow can be found in the Open Paymnents User Guide [PODF, 37.3
3]

Accept’Reject Nominations Request a Role

My Roles
Role: Name: Status: Actions:
Authorized Reprasentative XYZ Hospital Accepted Modity
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Step 4: Select your user type from the drop-down and enter the registration ID and nomination ID in the
appropriate fields. When complete, select “Show Nomination.”

Figure 144: Search for Nomination Page Show Nomination
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Teaching Hospital Switch User Type

Gl @ ®

Manage Teaching
Home Review and Dispute Hospitals My Profile Resources

Search for Nomination

A field with an asterisk (*) is required.

Create Profile

From the dropdown list below, select your User Type.
«" Select Profile Type

@ Register Entity Enter your Nomination 1D and Registration ID included in the nomination email you have
Search Nomination rece::sd. Note: nominees for physician authorized representatives receive only Nomination ID
Entity Information (LTSS,
Confirm Nomination Select the "Show Nomination™ button to see the information associated with your nomination.
@ Personal information *User Type
@ Review and Submit Profile Teaching Hospital v
*Registration ID: *Nomination 1D:
Access the Open Payments The ID is a 12-digit number The ID is a 12-digit number
User Guide [PDF. 37.3 5] swssfli 100000020108 154799636088

Meed help with the website?
Contact Us by email

Show Nomination

Review the Open Payments
Privacy Policy [PDF, 102 KB]

- IS R B

Cancel
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Step 5: Review the nomination information displayed. If the information is correct, select the “Continue”

button. If the information is incorrect, select the “Cancel” button and contact the teaching hospital
directly.

Figure 145: Search for Nomination Page Continue

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

") ®
Manage Teaching
Hospitals Resources

Home Review and Dispute

Search for Nomination

A field with an asterisk (*) is required.

Create Profile

From the dropdown list below, select your User Type.
«" Select Profile Type

@ Register Entity Enter your Nomination |D and Registration 1D included in the nomination email you have
Search Nomination rece::ed. MNote: nominees for physician authorized representatives receive only Nomination ID
Entity Information numboers.
Confirm Nomination Select the "Show Nomination” button to see the information associated with your nomination.
(@ Personal Information *User Type
@ Review and Submit Profile Teaching Hospital r
*Registration ID: *Nomination ID:
Access the Open Payments The ID is a 12-digit number The ID is a 12-digit number
User Guide [PDF, 37.3 MB] 100000080109 660165971257

Need help with the website?
Contact Us by email
Show Nomination

Review the Open Payments
Privacy Policy [PDF, 102 KB] Below is the information associated with the nomination.
Select "Continue” if the information displayed on the screen is cormrect.
Select “Cancel” to return to the previous page if the information displayed is incorrect.

—b Joe Miller was nominated as Authorized Representative for

- S

User Type: Teaching Hospital

Teaching Hospital Doing Business As Name: ABCDE Teaching Hospital
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Step 6: Select “Yes, | accept the role of” if you wish to accept the role or “No, | do not accept” if you do

not wish to accept the role. If you accept the role and select the “Continue” button, you will continue
the nomination confirmation process.

If you reject the role for which you have been nominated, select the “Continue” button after selecting
“No, | do not accept” for the role. The system will ask you if you are sure you want to reject this role. If
you confirm your choice to reject the role, you will exit the system and the nominator will receive an

email that you rejected the nomination. The nominator will then be allowed to nominate another
individual for the role.

Figure 146: Confirm Nomination Page
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Teaching Hospital Switch User Type

Gl &3 ®

Manage Teaching

Home Review and Dispute Hospitals Messages Resources

Confirm Nomination
Create Profile

Review the teaching hospital information below to ensure this is the teaching hospital you wish to affiliate

with.
«" Select Profile Type
@ Teaching Hospital: Search XYZ Teaching Hospital
Search Nomination 7500 Security Blvd
Confirm Nomination Baltimore, MD 21244

@ Personal Information
TIN: 111111111

@ Review and Submit Profile
*Confirm Nomination:

* * Yes, | accept the role of Authorized Representative: May access/review data and initiate disputes

» Access the Open Payments on records on behalf of the teaching hospital. May nominate other individuals for user roles with the
L User Guide [PDF, 37.3 MB] teaching hospital.
No, | do not accept
? Need help with the website?
H Contact Us by email Cancel Back Continue
a Review the Open Payments

Privacy Policy [PDF, 102 KB
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Step 7: Review your personal information and enter in any additional required fields. Select the

“Continue” button to proceed.

Figure 147: Personal Information Page

Open Payments (Sunshine Act)

Teaching Hespital Switch User Type

Gt

Manage Teaching
Home Review and Dispute Hospitals

Personal Information
Create Profile
A field with an asterisk (*) Is required.

+" Select Profile Type

+" Teaching Hospital: Search
@ RaS0ua LA z Identity Management (EIDM) accounts.
@ Review and Submit Profile

Your Name
@ Access the Open Payments
User Guide [PDF, 37.3 ME] *First Name:
#)  Need help vith the website? Tom
H Contact Us by email
Middle Name:
B Review the Open Payments
Privacy Policy [PDF, 102 KB]

Business Address

*Job Title:
Office Manager

*Business Email Address:
openpaymentsS@yopmail.com

*Business Address, Line 1:
7500 Security Blvd.

Business Address, Line 2:

*City Name: *State:
Baltimore Maryland
Cancel

*Last Name:
Miller

&3

Messages

Suffix (Jr., Sr., etc.):

*Business Telephone Number:

999-999-9999
222-222-2222

*Zip Code:

99999
21244

Back

®

Resources

Add the requested personal and business information to your user profile. Some fields are pre-populated.
Review pre-populated information for accuracy and correct any invalid information.

Note that any changes made here will not automatically update your profile information in your other CMS
accounts, such as your Medicare, National Plan & Provider Enumeration System (NPPES) or Enterprise

9999
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Step 8: Review the information you have entered. To correct any errors, select the “Back” button at the
bottom of the page to return to previous pages and make your corrections. If the information is correct,
select the “Continue” button.

Figure 148: Review and Submit Profile Page
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Teaching Hospital Switch Uszer Type

Gt ® = ®

Manage Teaching

Home Review and Dispute Hospitals iti Resources

Review and Submit Profile
Create Profile

Review the information entered in the previous sections.

Select the "Back” button to navigate to the previous page(s) and correct any incorrect information. Select

fi
el D the "Continue” button to submit your profile.

«" Teaching Hospital: Search

« Personal Information XYZ Teaching Hospital

@ Review and Submit Profile Teaching Hospital Business Address:

7500 Security Blvd
Baitimore, MD 21244

@ Access the Open Payments
User Guide [PDF, 37.3 MB] Taxpayer Identification Number (TIN): 111111111
9 Need help with the website? Your Role: Authorized Representative
. Contact Us by email First Name: Tom Middle Name:
a Review the Open Payments Last Name: Miller Suffix (Jr., Sr., ete.):
Privacy Policy [PDF, 102 KB]

Business Email Address: openpayments5@yopmail.com
Business Telephone Number: 222-222-2222

Job Title: Office Manager

Business Address, Line 1: 7500 Security Blvd.

Business Address, Line 2:

City Name: Baltimore State: Maryland
Zip Code: 21244

Nominations:
Role: First Last Business Email Address: Business Telephone
Name: Name: MNumber:
Authorized Tom Miller openpaymentsS@yopmail com 222-222-2222

Representative

Cancel Back Continue

168



Open Payments User Guide for Covered Recipients - January 2024

The following message will appear on-screen to confirm your nomination has been successfully
accepted.

Figure 149: Success Confirmed Page

Open Payments (Sunshine Act)

Gl @

Manage Teaching
Home Review and Dispute Hospitals My Profile

Success Confirmed

You have successfully accepted your affiliation with Kennedy Krieger and created your own profile, Tom

Create Profile

Miller
+" Select Profile Type You may now:
+" Teaching Hospital: Search + Go to Open Payments Home
+" Personal Information For help obtaining a PDF viewer, go to the CMS.gov Help page.
N Note: Based on your user role, you now will be able to take actions related to this teaching hospital in the
+ Review and Submit Profile ystom Y Y ghosp

Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Palicy [PDF, 102 KB]

P~ Q
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3.5g: Self-Nomination: Requesting a Role (Teaching Hospital - First Time System Users)
If you are a first-time user and would like to self-nominate for a teaching hospital role as an authorized
official or authorized representative, follow the steps below.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and
navigate to the Open Payments home page. The on-screen text contains important information
regarding the registration process. Read the on-screen text and select “Create My Profile” when you are
ready to begin the registration process.

Figure 150: Open Payments Landing Page For First-Time Teaching Hospital User

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

Access the Open Payments
User Guide [PDF, 37.3 MB]

Welcome to the Open Payments
System
Our recerds indicate that you have not yel regisiered in the Open

Payments system. Before you can perform any actions in the system
you must first create your profile and compiete the registralion process My Profile

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF. 102 KB]
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Step 2: The on-screen text contains important information regarding creating the physician or NPP and
individual profiles. Read the on-screen text and select the link to the quick reference guide “Required

Fields for Registration” for a list of information required during registration. Select “Start Profile” at the
bottom of the page when you are ready to continue.

Figure 151: Create Profile Page

Open Payments (Sunshine Act)

Create Profile

(@) SelectProfile Type

NP o 4

Create Profile

Cancel Start Profile

To begin creating a profile and registering in the Open Payments system, you must identify your affiliation
with an applicable manufacturer, applicable group purchasing organization (GPO), teaching hospital,
physician, or non-physician practitioner. Users with provider type of Physician Assistant, Nurse

LAY " R Ly al? ale ol )

oA - A A A

"1 NyuiCian O Now-PuySivian Pradtitivner  opdon whon tegis.eritg. h you are a v nys.cia. Assiswunt, duise
Practitioner, Clinical Nurse Specialist, Certified Registered Nurse Anesthetist or Anesthesiologist
Assistant, or Certified Nurse-Midwife who works at a teaching hospital and wish to see data related to

you in your capacity as a non-physician practitioner, select the “Physician or Non-Physician Practitioner”
option when registering.

When you are ready to begin registration, select “Start Profile.”
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Step 3: Select the profile type “Teaching Hospital.” When finished, select the “Continue” button.

Figure 152: Select Profile Type Page

Create Profile

(@ Select Profile Type
(@ Register Entity
@ Personal Information

@ Review and Submit Profile

User Guide

Need help with the website?
Contact Us by email

@ Access the Open Payments
?
L]

Review the Open Payments
Privacy Policy [PDF]
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Select Profile Type

Afield with an asterisk (*) is required.

If you received a nomination ID and/or registration ID in an email notifying you of your nomination for a user role,
begin creating your profile by selecting the “I have a Nomination ID and/or a Registration ID” link.

If you did not receive a nomination ID and/or a registration ID in an email, begin creating your profile by
indicating whether you are a reporting entity or covered recipient.

Note: If you are a physician who works at a teaching hospital and wish to see data related to you in your
capacity as a physician, select the “Physician or Non-Physician Practitioner” option when registering.
Registering as a user affiliated with a teaching hospital will allow you to see only data related to that teaching
hospital and not your records. You may register as both a physician and a user affiliated with a teaching hospital
if needed.

If you have any questions regarding the user type you should register as, please contact the Open Payments
Help Desk openpayments@cms.hhs.gov for guidance.

*Required: Select the type of entity or covered recipient you are affiliated with OR the "l have a
Nomination ID and/or a Registration ID" link. @

O Applicable manufacturer or applicable group purchasing organization (GPO)
© Physician or Nen-Physician Practitioner
@® Teaching hospital

OR

I have a Nomination ID and/or a Registration ID

Cancel Continue
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Step 4: Search the database for the correct teaching hospital. Select the teaching hospital’s state, name,
business address, and Taxpayer Identification Number (TIN) from the dropdowns. When finished, select
the “Search” button.

Figure 153: Teaching Hospital Search Page

Open Payments (Sunshine Act)

Teaching Hospital: Search
Create Profile
A field with an asterisk (*) is required.
To register a teaching hospital for the current program year, select the correct information from each of the
dropdown fields below and select the “Search” button. If the teaching hospital is not listed in the search
@ Teaching Hospital: Search results, select the "Register for Prior Program Year" link to register for a prior year.

«" Select Profile Type

For assistance, you can refer to the Teaching Hospital List, available on the Resources page of the Open
Payments website. The Teaching Hospital List contains identifying information for all teaching hospitals
@ Review and Submit Profile registered with CMS. The list is updated annually and lists for all program years are available.

@ Personal Information

If you do not find your teaching hospital below or on a Teaching Hospital List, contact the Open Payments
Help Desk at openpayments@cms.hhs.gov for assistance.

L»’ Access the Open Payments
User Guide [FDF, 37.3 MB] Note: If you are a physician who works in a teaching hospital and wish to see data associated with you as
a physician, register in Open Payments as a physician. If you are a physician who works at a teaching
l’ Need help with the website? hospital and wish to represent that teaching hospital, proceed with registering the teaching hospital or
L]

Contact Us by email requesting a nomination for a role with a teaching hospital. If you wish to do bath, you may register both

as a physician and a teaching hospital, though this cannot be done in the same registration session.
Review the Open Payments

Privacy Policy [PDF, 102 KB] Register for Prior Program Year

*State Where Teaching Hospital is Located:
ﬁ Maryland v

*Teaching Hospital Doing Business As Name:

ﬁ ABCDE Teaching Hospital v
*Taxpayer Identification Number (TIN):

—> 123456789 v

*Teaching Hospital Business Address:

ﬁ 7500 Security Bivd Baltimore MD 21244 v

Search

Cancel Back
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Step 5: Review the returned information displayed on the page. Select the “Continue” button if the
information displayed is correct. If the information is not correct, select the “Back” button at the bottom

of the page to return to the previous page and edit the search information you entered.

Figure 154: Teaching Hospital Search Page Search Results

Create Profile

+" Select Profile Type
(@ Teaching Hospital: Search
@ Personal Information

@ Review and Submit Profile

User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

@ Access the Open Payments
?

Review the Open Payments
Privacy Policy [PDF, 102 KB]

-

Open Payments (Sunshine Act)

—> ABCDE Teaching Hospital

Teaching Hospital: Search

A field with an asterisk (*) is required.

To register a teaching hospital for the current program year, select the correct information from each of the
dropdown fields below and select the “Search” button. If the teaching hospital is not listed in the search
results, select the "Register for Prior Program Year" link to register for a prier year.

For assistance, you can refer to the Teaching Hospital List, available on the Resources page of the Open
Payments website. The Teaching Hospital List contains identifying information for all teaching hospitals
registered with CMS. The list is updated annually and lists for all program years are available.

If you do not find your teaching hospital below or on a Teaching Hospital List, contact the Open Payments
Help Desk at openpayments@cms.hhs.gov for assistance.

Note: If you are a physician who works in a teaching hospital and wish to see data associated with you as
a physician, register in Open Payments as a physician. If you are a physician who works at a teaching
hospital and wish to represent that teaching hospital, proceed with registering the teaching hospital or
requesting a nomination for a role with a teaching hospital. If you wish to do both, you may register both
as a physician and a teaching hospital, though this cannot be done in the same registration session.

Register for Prior Program Year

*State Where Teaching Hospital is Located:
Maryland v

*Teaching Hospital Doing Business As Name:
ABCDE Teaching Hospital v

*Taxpayer Identification Number (TIN):
123456789 v

*Teaching Hospital Business Address:
7500 Security Bivd Baltimore MD 21244 v

Search
Teaching Hospital Search Results
This teaching hospital is already registered in the Open Payments system:
7500 Security Bivd

Baltimore, MD 21244
TIN: 123456789

If this is the correct teaching hospital, select the "Continue” button to affiliate yourself with it. If this is
not the teaching hospital you wish to affiliate yourself with, change the search criteria above to
search for another teaching hospital.

Ca nce' Ba CK
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Step 6: Review the information displayed on the page. If the information is correct, select the

“Continue” button. If the information is not correct, select the “Back” button at the bottom of the page
to select a different teaching hospital.

Figure 155: Register Teaching Hospital Page

Open Payments (Sunshine Act)

Create Profile

«" Select Profile Type

@ Teaching Hospital: Search

Register Teaching Hospital
Your Role

@ Personal Information

@ Review and Submit Profile
Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

D~ 3

Teaching Hospital: Register Teaching Hospital

Review the teaching hospital information below to ensure this is the teaching hospital you wish to affiliate
with.

To accept or reject your nominated role(s), select the corresponding radio button below, then select the

“Continue” button to continue the registration process. To change your search criteria and find a different
teaching hospital, select the "Back” button.

ABCDE Teaching Hospital

Business Address: Taxpayer Identification Number (TIN):

7500 Security Blvd 123456789
Baltimere, MD 21244

175




Open Payments User Guide for Covered Recipients - January 2024

Step 7: Select the role you wish to nominate yourself for in the teaching hospital. Note that as you are
not registering with the teaching hospital, you may select either role. After you have chosen your role,
enter in the role-related information in the data fields. Required fields are marked with an asterisk. Once

you have entered all of the information, select the “Continue” button.

Figure 156: Teaching Hospital Your Role Page

Open Payments (Sunshine Act)

Create Profile
A field with an asterisk (*) is required.

«" Select Profile Type

* 0
(@ Teaching Hospital: Search Choose your role:

Register Teaching Hospital
Your Role

(@ Personal Information

Teaching Hospital: Your Role

Select the role for which you want to nominate yourself with the teaching hospital.

® Authorized Official: May access/review data and initiate disputes on records on behalf of the teaching
hospital. May nominate other individuals for user roles or modify existing user roles. They are also
responsible for approving/denying nominations made by others as well as deactivating users

Authorized Representative: May access/review data and initiate disputes on records on behalf of the
teaching hospital. May nominate other individuals for user roles with the teaching hospital

DV

@ Review and Submit Profile

Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

Your Role-Related Information

Enter your personal information below.

*First Name:
Karen

*Last Name:
Miller

*Email Address:

openpayments4@yopmail.com

Cancel

Middle Name:

Suffix (Jr., Sr., etc.):

*Business Phone:
989-999-9999
666-666-6666

Ba‘:k
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Step 8: Review your information displayed on the page. Enter your job title and business address. When
finished, select the “Continue” button.

Figure 157: Personal Information Page

Open Payments (Sunshine Act)

Personal Information
Create Profile
A field with an asterisk (*) is required.

Add the requested personal and business information to your user profile. Some fields are pre-populated.

' Select Profile Type Review pre-populated information for accuracy and correct any invalid information.

«” Teaching Hospital: Search Note that any changes made here will not automatically update your profile information in your other CMS
accounts, such as your Medicare, National Plan & Provider Enumeration System (NPPES) or Enterprise

@ Fersonal information Identity Management (EIDM) accounts.

@ Review and Submit Profile

Your Name
B Access the Open Payments
User Guide [PDF, 37.3 MB] *First Name: *Last Name:
#)  Need help vith the website? Karen Miller
H Contact Us by email
Middle Name: Suffix (Jr., Sr., etc.):
a Review the Open Payments
Privacy Policy [PDF, 102 KB]

Business Address

*Job Title:
Office Manager

*Business Email Address: *Business Telephone Number:
999-999-9999
openpayments4@yopmail.com 666-666-6666

*Business Address, Line 1:
7500 Security Blivd

Business Address, Line 2:

*City Name: *State: *Zip Code:
99999 9999
Baltimore Maryland v 21244
Cancel Back Continue
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Step 9: Review your profile information on the “Review and Submit Profile” page. Select the “Back”
button at the bottom of the page to go back and edit any information. Once you have reviewed the
information and determined it to be correct, select the “Continue” button.

Figure 158: Review and Submit Profile Page

Open Payments (Sunshine Act)

Review and Submit Profile
Create Profile

Review the information entered in the previous sections.

Select the "Back” button to navigate to the previous page(s) and correct any incorrect information. Select

" Select Profile Type the "Continue" button to submit your profile.

«" Teaching Hospital: Search

«" Personal Information ABCDE Teaching HOSpitaI

@ Review and Submit Profile Teaching Hospital Business Address:

7500 Security Blvd

Baltimore, MD 21244
Access the Open Payments
User Guide [PDF, 37.3 MB] Taxpayer Identification Number (TIN): 123456789
Need help with the website? Your Role: Authorized Official

Contact Us by emalil First Name: Karen Middle Name:

Review the Open Payments Last Name: Miller Suffix (Jr., Sr., etc.):
Privacy Policy [PDF, 102 KB]

v

Business Email Address: openpayments4@ycopmail.com
Business Telephone Number: 666-666-6666

Job Title: Office Manager

Business Address, Line 1: 7500 Security Blvd

Business Address, Line 2:
City Name: Baltimore State: Maryland
Zip Code: 21244

Nominations:

Role: First Last Business Email Address: Business Telephone
Name: Name: Number:
Authorized Karen Miller openpayments4@yopmail.com B666-666-6666
Official
Cancel Back Continue
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The following message will appear on-screen to confirm your profile has been successfully created. You
will receive an email when your nomination is approved. Also, the authorized officials for the teaching
hospital will receive emails notifying them of your request for a user role.

If you are nominating yourself for a role with a teaching hospital that has already been registered but
which lacks an active authorized official to approve your self-nomination, please contact the Open
Payments Help Desk at 1-855-326-8366.

Figure 159: Success Confirmation Page

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

Success Confirmed

You have successfully requested to be affiliated with Kennedy Krieger and created your own prefile, Karen

Create Profile

Miller
+" Select Profile Type You may now:
+" Teaching Hospital: Search » Go to Open Payments Home
+" Personal Information For help obtaining a PDF viewer, go to the CMS.gov Help page.
+ Review and Submit Profile Note: You will not be able to take any actions related to this profile until your nomination is approved.

Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

D v
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3.5h: Self-Nomination: Requesting a Role (Teaching Hospital - Returning System Users)
If you would like to self-nominate for a teaching hospital role as an authorized official or authorized
representative, and already have a profile in the Open Payments system, follow the steps below.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and

navigate to the Open Payments home page. Select the “My Profile” tab.

Figure 160: Open Payments Landing Page for Returning Teaching Hospital User

Open Payments (Sunshine Act)

I'm R HOOaS Twi: B

at [A @ &

Manage Teaching >
Hoama Riview and Dispute — My Profile Utlities

Welcome to the Open Payments System

Announcements

Program Year 2018 Review and Dispute Period Open -

This Revigw and Dispule period i opan staring April 1, 2018, During this period, reporang antities
miay receie disputes from cowered recipients and shoukd work with them directly to resclve the
disputes. Physicians and teaching hospitals may review data about them and initiate disputes until
May 15, 2019, Afes thal, reporting antties hawve an addiional 15-day cofrection pefiod 10 make
comsctions o dispuled data as needed. Records with unresobaed dispubes al the end of the
comecton period will be ientified in the publshed data as disputed. Changes to records after the
comection period will be included in future data publications.

Wigil the Open Payments websibe al hitps lwww cms goviopenpayments for information. For
questions, contact the Open Payments Help Desk by email at openpaymentsi@cms.hhs.gov or by
phone at 1-855-326-8366. For the TTY line, call 1-844-640-2T65

WoU Can Manage your user prodile and perform the actions associated with your profile, Mobe: In
order to be able to review all records submitted for you, you must have entered your NP, if
availabha, and all state icenses undar your profile details in Open Payments systam.

According 1o the Fapensork Reduction Act of 1995, no persons are required 10 respond o a
colection of imformation unless it displays a valid OMBE conérol number. The OMBE conénal number
Tor this information collection is 0538-1237. The time required o complaba this information
colection can range from 1 to 30,000 howrs per entity depending on the size and type of
organization. This information collection may imvolve registration, data submission, abiestation
despule and dispuls resolution processes. If you have any commants concarming the accuracy of
he lime estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.

®

RéSources

Access the Open Paymenis
User Guide [POF]

Meed help with he websie?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF)
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Step 2: Select the “My Roles and Nominations” tab.

Figure 161: My Profile Page

Open Payments (Sunshine Act)

Tesshing Haiglal Swosn Il

Gt [ El @ & ®

Manage Teaching
Home Review and Dispute Hospitals My Prafie Uiilities. Resources

My Profile

Tom Miller

Access the Open Payments
User Guide [FDOF. 37 3 ME]

Contact Us oy email

Qrvarylaw My Profile Detalls My Roles &

B k
N Review the Open Payments

Privaty Policy [PDF, 102 KB)

lag
? Mead halp with the website?
o

The page consains information about your profle and user roles

An explanation of the stabuses below can be Tound in the Dpen Payments Liser Guide [PDF, 37.3

=l

JE] .

Profile Name
Tom Miller

Your Authorized Roles

Rola: Hama: Status:
Authorized Representative ABCOE Teaching Hospital Accapted
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Step 3: From the “My Roles and Nominations” tab, select the “Request a Role” button.

Figure 162: My Profile Page My Roles and Nominations Tab

Open Payments (Sunshine Act)

Tids Fanig MIRpEM Sw) ke

G} B @ = ®

Manage Teaching
Review aned Dispute Hospiars My _Profile Mestages Resources

My Profile (P Access e Open Paymens
Ligar Gaice [FOF, 37.3 ME]
Torm Miller ? Meed Nalp with the websheT
Contact Us by email
Cverview My Profile Details My Roles & Review the Cpen Paymens
Heminations H Privacy Polcy [PDF, 102 KB)

Below arg the user roles Tor each teaching hospital with which you are afliated. ou have the
cption 1o acoepl roles for which you have been nomingled o request additional roles for each
teaching hospital{s) with which you ane afilisied

An axplanation of the statuses below can be found in the Open Payments User Guide [POF, 37.3

AcceplReject N Req a Robe
My Roles
Role: Hame: Status: Actions:
Authorized Representative ABCDE Teaching Hoapital Accapbed Madify
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Step 4: Search the database for the correct teaching hospital. To do so, select the teaching hospital’s
state, name, business address, and Taxpayer Identification Number (TIN) from the drop-downs. When
finished, select the “Search” button.

Figure 163: Teaching Hospital Search Page Search Fields
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Teaching Hospital Switch User Type

Gl ® &

Manage Teaching

Home Review and Dispute Hospitals My Profile Liilities

Teaching Hospital: Search

Create Profile
A field with an asterisk (*) is required.

T To register a teaching hospital for the current program year, select the correct information from each of the
v lle Type dropdown fields below and select the “Search” button. If the teaching hospital is not listed in the search
(@ Teaching Hospital: Search results, select the "Register for Prior Program Year" link to register for a prior year.

For assistance, you can refer to the Teaching Hospital List, available on the Resources page of the Open
Payments website. The Teaching Hospital List contains identifying information for all teaching hospitals
@ Review and Submit Profile registered with CMS. The list is updated annually and lists for all program years are available.

@ Personal Information

If you do not find your teaching hospital below or on a Teaching Hospital List, contact the Open Payments

Help Desk at openpayments@cms.hhs.gov for assistance.
Access the Open Payments

User Guide [PDF, 37.3 MB] Note: If you are a physician who works in a teaching hospital and wish to see data associated with you as

a physician, register in Open Payments as a physician. If you are a physician who works at a teaching
Need help with the website? hospital and wish to represent that teaching hospital, proceed with registering the teaching hospital or
Contact Us by email

requesting a nomination for a role with a teaching haspital. If you wish to do both, you may register both

as a physician and a teaching hospital, though this cannot be done in the same registration session.
Review the Open Payments

Privacy Policy [PDF, 102 KB] Register for Prior Program Year

P~

*State Where Teaching Hospital is Located:

ﬁ Maryland v

*Teaching Hospital Doing Business As Name:
ABCDE Teaching Hospital A

*Taxpayer ldentification Number (TIN):

e 123456789

*Teaching Hospital Business Address:

ﬁ 7500 Security Bivd Baltimore MD 21244 v

Search

Cancel Back
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Step 5: Review the returned information displayed on the page. Select the “Continue” button if the
information displayed is correct. If the information is not correct, select the “Back” button at the bottom
of the page to return to the previous page and edit the search information you entered.

Figure 164: Teaching Hospital Search Page Continue

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

1A} @ = ®

Manage Teaching
Home Review and Dispute Hospitals iliti Resources

Teaching Hospital: Search
Create Profile
A field with an asterisk (*) is required.

To register a teaching hospital for the current program year, select the correct information from each of the
dropdown fields below and select the “Search” button. If the teaching hospital is not listed in the search
(@ Teaching Hospital: Search results, select the "Register for Prior Program Year" link to register for a prior year.

«" Select Profile Type

For assistance, you can refer to the Teaching Hespital List, available on the Resources page of the Cpen
Payments website. The Teaching Hospital List contains identifying information for all teaching hospitals
@ Review and Submit Profile registered with CMS. The list is updated annually and lists for all program years are available.

@ Personal Information

If you do not find your teaching hospital below or on a Teaching Hospital List, contact the Open Payments

Help Desk at cpenpayments@cms.hhs.gov for assistance.
Access the Open Payments

User Guide [PDF, 37.3 MB] MNote: If you are a physician who works in a teaching hospital and wish to see data associated with you as
a physician, register in Open Payments as a physician. If you are a physician who works at a teaching

Need help with the website? hospital and wish to represent that teaching hospital, proceed with registering the teaching hospital or

Contact Us by email requesting a nomination for a role with a teaching hospital. If you wish to do both, you may register bath

as a physician and a teaching hospital, though this cannot be dene in the same registration session.
Review the Open Payments
Privacy Policy [PDF, 102 KB] Register for Prior Program Year

P~ g

*State Where Teaching Hospital is Located:
Maryland v

*Teaching Hospital Doing Business As Name:
ABCDE Teaching Hospital v

*Taxpayer Identification Number (TIN):
123456789 v

*Teaching Hospital Business Address:
7500 Security Bivd Baltimore MD 21244 v

Search
Teaching Hospital Search Results

This teaching hospital is already registered in the Open Payments system:

—b ABCDE Teaching Hospital

T500 Security Bid
Battimore, MD 21244
TIN: 123456789

If this is the correct teaching hospital, select the "Continue" button to affiliate yourself with it. If this is
not the teaching hospital you wish to affiliate yourself with, change the search criteria above to
search for another teaching hospital.
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Step 6: Review the teaching hospital information. If the information is correct, select the “Continue”

button. If the information is not correct, select the “Back” button at the bottom of the page to select a
different teaching hospital.

Figure 165: Register Teaching Hospital Page
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Teaching Hospital Switch User Type

Gl > ®

Manage Teaching
Hospitals iliti Messages Resources

Home Review and Dispute

Teaching Hospital: Register Teaching Hospital

Create Profile

Review the teaching hospital information below to ensure this is the teaching hospital you wish to affiliate
with.
S el g To accept or reject your neminated role(s), select the correspending radio button below, then select the
(@ Teaching Hospital: Search “Continue” button to continue the registration process. To change your search criteria and find a different

teaching hospital, select the “Back” button.
Register Teaching Hospital

Your Role
@ Personal Information ABCDE Teaching Hospital
@ Review and Submit Profile Business Address:

Taxpayer Identification Number (TIN):

7500 Security Bivd 123456789
Baltimore, MD 21244

Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

P~ g
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Step 7: Select the role you wish to nominate yourself for in the teaching hospital. Note that as you are
not registering the teaching hospital, you may select either role. After you have chosen your role, enter

in the role-related information in the data fields. Required fields are marked with an asterisk. Once you
have entered in all of the information, select the “Continue” button.

Figure 166: Teaching Hospital Your Role Page
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Teaching Hospital Switch User Type

Gt ® ®

Manage Teaching

Home Review and Dispute Hospitals My Profile Resources

Teaching Hospital: Your Role
Create Profile

A field with an asterisk (*) is required.

" Select Profile Type Select the role for which you want to nominate yourself with the teaching hospital.

(@ Teaching Hospital: Search *Choose your role:

* Authorized Official: May access/review data and initiate disputes on records on behalf of the teaching
hospital. May nominate other individuals for user roles or modify existing user roles. They are also
responsible for approving/denying nominations made by others as well as deactivating users
@ Personal Information Authorized Representative: May access/review data and initiate disputes on records on behalf of the
teaching hospital. May nominate other individuals for user roles with the teaching hospital.

Register Teaching Hospital
Your Role

@ Review and Submit Profile

Your Role-Related Information
Access the Open Payments

User Guide [PDF, 37.3 MB] Enter your personal information below.

Do §

MNeed help with the website? *First Name: Middle Name:
Contact Us by email
Karen
Review the Open Payments .
Privacy Policy [PDF, 102 KB] Last Name: Suffix (Jr., Sr,, etc.):
Miller
*Email Address: *Business Phone:
999-989-9909
openpayments4@yopmail.com G66-666-6666
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Step 8: Review your profile information on the “Review and Submit Profile” page. Select the “Back”
button at the bottom of the page to go back and edit any information. Once you have reviewed the
information and determined it to be correct, select the “Continue” button.

Figure 167: Review and Submit Profile Page
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Teaching Hospital Switch User Type

Gl ) ©

Manage Teaching

Home Review and Dispute Hospitals iti Messages Resources

Review and Submit Profile
Create Profile

Review the information entered in the previous sections.

Select the "Back" button to navigate to the previous page(s) and correct any incorrect information. Select

Select Profil
v ol S the "Continue" button to submit your profile.

+" Teaching Hospital: Search

W Rersone Ieo o ABCDE Teaching Hospital

@ Review and Submit Profile Teaching Hospital Business Address:

7500 Security Blvd

Baltimore, MD 21244
Access the Open Payments

User Guide [PDF, 37.3 MB] Taxpayer Identification Number (TIN): 123456789

Need help with the site? Your Role: Authorized Official

Contact Us by email First Name: Karen Middle Name:

Review the Open pawﬂents Last Name: Miller Suffix (Jr.‘ sr., Etc.):
Privacy Policy [PDF, 102 KB] Business Email Address: openpayments4@yopmail.com

D> Q

Business Telephone Number: 666-566-6666
Job Title: Office Manager
Business Address, Line 1: 7500 Security Blvd

Business Address, Line 2:
City Name: Baltimore State: Maryland
Zip Code: 21244

Nominations:
Role: First Last Business Email Address: Business Telephone
Name: Name: Number:
Authorized Karen Miller openpayments4@yopmail.com 666-666-6666
Official
Cancel Back Continue
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The following message will appear on-screen to confirm your profile has been successfully created. You
will receive an email when your nomination is approved. Also, the authorized officials for the teaching
hospital will receive emails notifying them of your request for a user role.

If you are nominating yourself for a role with a teaching hospital that has already been registered but
which lacks an active authorized official to approve your self-nomination, please contact the Open
Payments Help Desk at 1-855-326-8366.

Figure 168: Success Confirmation Page
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Teaching Hospital Switch User Type

Gl £ ®

Manage Teaching
Home Review and Dispute Messages Resources

Success Confirmed

You have successfully requested to be affiliated with Kennedy Krieger and created your own profile, Karen

Create Profile

Miller
«" Select Profile Type You may now:
+" Teaching Hospital: Search + Go to Open Payments Home
+" Personal Information For help obtaining a PDF viewer, go to the CMS.gov Help page.
« Review and Submit Profile Note: You will not be able to take any actions related to this profile until your nomination is approved.

Access the Open Payments
User Guide [PDF, 37.3 MB]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

P~ G
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3.5i: Approving or Modifying a Nomination (Authorized Official Only)
If you are an authorized official for a teaching hospital and would like to approve or modify a
nomination, follow the steps below.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials and
navigate to the Open Payments home page. Select “Manage Teaching Hospitals.”

Figure 169: Open Payments Landing Page For Returning User
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Teoching Hospial Switzh User Type

taf &3] @ = ©

Manage Teaching

Hims Review and Dispate Hospitals My Profile Ltilities M ssapes Hesources

L». Access e Open Paymems
Welcome to the Open Payments System e )
? Need help with the webshe?
Announcements Contact Us by email
Pregram Year 2018 Review and Dispute Period Open - — Review the Open Payments
The Review and Dispute period i open starting April 1, 2015, During this period, reporting ntities Privacy Pobcy [PDF]

may recedve disputes from covered recipients and should work with them directly to resoive the
dEsputes. Prysicians and teaching Nospitals may revkew data about them and inftiate disputes untl
Kay 15, 2015 Afler thal. reporting entities have an additional 15-day correction period o make
cosreciions o disputed data as needed. Reconds with unsesoived disputes at ihe end of e
correction period will be identified in the published data as dispuied. Changes io reconds afer the
coarection period will be included in future data public ations.

Visit the Open Payments website at Nitps:fwww.cms.gowopenpayments for information. For
QUESIONS, CONACH the Open Payments Help Desk by email al cpenpaymenta@ems hns gav o by
phone @ 1-855-326-8366. Fod the TTY line, call 1-844-549-27T65

You can manage your user profiie and perform the actions associated with your profile.

ACCONTNG 10 e PApEMwork Reduction At of 1995, N PEfSONs are required 1o respand 1o a
collection of information unkess it displays a valid OME conirol number. The OMB controd number
for this information collection is 0%38-1237. The time required o complete this information
coliettion can range from 1 10 30,000 hours per enlity depending on the size and type of
‘oeganization. This information collection may involve registration, data submission, attestation
dEspuse and dispute resolution processes. If you have any Comments Conceming he accuracy of
ifve time estimale(s) of SUQEESHoNS fof IMpIaving this form, please wiite 1o CMS, 7500 Security
Boulsvard, Altn: PRA Repons Clearance Officer, Baltimore, Marylang 212441850
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Step 2: On the “Manage Teaching Hospitals” page, select the teaching hospital for which you want to
confirm a nomination.

Figure 170: Manage Teaching Hospitals Page

Open Payments (Sunshine Act)

Tesaching Hospital Switch Lisar Type

Gl & ] @ & =) ®
Manage Teaching

Home Review and Dispute My Profils Uitilities Resources

Hospitals

Access the Open Payments
Usaer Guide [POF, 37.3 MB]

Manage Teaching Hospitals
Need help with the website?

Below are the teaching hospitals with which you are affiiated. To view detalls and manage user Contact Us by emall

rales, select a leaching hospital from the list belovw:. You may register a new teaching hospital by
selecting ihe "Register New Teaching Hospital” bution

D~ G

Rewiew the Open Paymens
3 Privacy Policy [PDF, 102 KE]
Register New Teaching Hospital

Your Teaching Hospitals

Dol Bt keaa A3 DR TIN: Address: Status:

Narme:
+ ABCDE Teaching Hospital 123456789 7500 Security Bivd Registered
Baltimors, MD 21244
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Step 3: Select the “Manage Roles” tab.

Figure 171: Teaching Hospital Information Page

Open Payments (Sunshine Act)

Taaching Hospital Switch User Typa

&
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Manage Toaching

w and Dispute i My Profile Uhtibithes S SEES Resources

XYZ Teaching Hospital (A Access e Cpen Payments
User Guide [POF, 28 8 B
Teaching Hospital Manage Roles 7 Neea help wilh the websiie?
Intormaticn [§ Caontact Us by email
Review the Open Payments
Below are the detats for the leaching hospial you selected, isted by program year E Privacy Policy [PDF. 102 KB

XYZ Teaching Hospital

Taxpayer identification Number (TIN): 11-1231234

Teaching Hospital History

Program

Yuar L Dk Hame Legal Name Addraas HPPES Address
T500 Secunty Bivd
018 11- X2 Teaching X¥Z Teaching TEDD Security Bhd Balllr"ln?MrﬁY
1231234 Hospial Hospetal Batimore MD 21244 | 545
7500 Secuny Bhd
087 1i5 X¥Z Teaching XY Taacking 7500 Security Bhd | Baltimore MD
1231234 Hospital Hoepaal Bakimars MD 21244 21244
7500 Secunty Bhd
2006 11 ¥YZ Teaching X¥Z Teaching TH00 Secunty % | Batimore |,l|3jl
1XM2M Hospital Hospital Bahimare MD 21248 | 34244
w05 11 XYZTeaching KYZ Teaching 7500 Securty B | 1200 Secly Bivd
1231234 Hospital Haospital Baltimaore MO 21284
21244
7500 Sacunty Bhd
014 11 XYZ Teaching XYZ Taaching 7500 Security B B:hmcw Mo
1231234 Hospaal Hosptal Blakimare MO 21244
ke . T500 Secunty Bl
1 AL Twaching X¥Z Teaching 7500 Security B
13 y Bhal
1231234 | Hosptal Hospial Biakimore MD 21244 Srgar " "
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Step 4: To approve a nomination, select the “Approve” button next to a nominee’s name. The nominee
will receive an email notification informing them of the acceptance of their nomination.

Figure 172: Teaching Hospital Manage Roles Tab

Open Payments (Sunshine Act)

Teaching Mospial Switch User Type

fa} : & (©

Hewview and Dispute } My Profile Unilities S, Hesources
ABCDE Teaching Hospital (P Access e Open Paymens
User Guide [FDF. 37.3 MB|
JRacng Hatpial Manage Roles Q  Nesdhaputhtne wabene?
Informaticn Contact Us by email
Salect the "Neminate Mew Role” bufton to nominate a new individual to fill a role for your teaching B mxmﬁi?&rgl

hospital. Select the "Modify™ button to change the role of an existing hospital. Select the
“Deactivate User” buttan to remove an active user completely from your teaching haspital. Note: an
authorized official may modify or deactivate ancther authorized official but cannct deactivate
themselves from the teaching hespital

An explanation of the statuses below can be found in the Cpen Payments Usar Guide [FOF, 37.3
ME]

Hominate New Flole

Marné. Raole: Slatus: Actions:

Kaian Miller ALthized Résquesied
Omcial

Tooen Millar Authenized Actepted Modily  Deactivate User
Rapresanaiive

Karan Miller Authonzed Viatted Modity
Oifficial

Susan Jones Authanzed Mominatian Modity
Oifficial Approved

Susan Jones Authorized Nomination Modify
Represeniative  Approved
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Figure 173: Teaching Hospital Manage Roles Tab Confirmation

Open Payments (Sunshine Act)

eaching Hospial Swilch Liser Type

fa} ' & = ©)

Home Review and Dispute & My Profile Utilities Resources

User Guide [POF, 37.3 ME]

Teaching Hospital Manage Roles

Wead halp with the websita?
Information

Contact Us by email

Review the Cpen Paymants
Privacy Policy [POF, 102 KB)

Confirmation:

ABCDE Teaching Hospital (P Access the Open Payments
?
a

« The selected user, Karen Miller, has been approved for the Authorized Official role.

Salect the "Meminate Mew Role” button to nominate a new indhvidual to fill a rele for your teaching
hospital. Select the "Modify” button to change the rale of an existing hospital. Salect the
"Deactivate Liser” button to remeve an active user completaly fram your teaching hospital, Nete: an
autharized ofMclal may modify or deactivate anather authorized efficial but cannaot deactivate
themselves from the teaching hospital.

An explanation of the statuses below can be found In the Open Payments Liser Guide [FOF, 37.3
ME]

Hominate New Role

Marme: Role; Status; Acticns:

Karen hlles Authenzed Approved Modify  Deactivate User
Oficial

Torn Miller Authanzed Accapled Modify  Deactivate User
Rprissentalng

Karan hillor Autharized Wiatind Modify
Oficiaal

Susan Jones Aunhanized Merminsalion Madify
Official Approved

Susan Jones Aulhanized Meminslion Modify

Reprasentalive  Approved
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Step 4a: To modify a nomination, select the “Modify” button next to a nominee’s name. This will allow
you to change the individual’s information and/or role. When modifications are complete, select “Save
Role.”

Figure 174: Teaching Hospital Manage Roles Tab Modify Roles

Open Payments (Sunshine Act)

Teaching Hospial Switt b User Typs

@ ) & =] @

Hoama: Review and Dispute e My Profile Litilitics Resources

ABC DE TeaChin HOS ital * Access tha Open Payments
g p Lﬁ' User Guide [FDF, 37.3 MB|
jhaching Hosphal Manags Roles D Nowd hai uih he vbsie?
Information Contact Us by email
Select the "Meminate Mew Role” button te nominate a new individual to fill @ rede for your teaching B mx&%ﬁﬂfgxl

hospital. Select the "Madity” butten to change the robe of an axisting Rospital. Select the
“Deactivate User" button to remowe an active user completely from your teaching hospital. Note: an
authorized official may mediy or deactivate ancther authorized official but cannct deactivate
thamsalves from the teaching hespital

An explanation of the statuses below can be found in the Open Payments User Guide [POF, 37.3
ME]

Hominate New Role

Narme: Reola: Statuis: Actions:

Karen Miller Authornzed Requesied Approve
Ofcial

Torm Milkar Authornized Accepled Modity Deactivate User
Represeniaine

Karan Miller Authanized ‘Vatted Maodify
Cifficial

Susan Jones Authanzed Nominatian Modify
Officiad Apgroved

Susan Jones Autharized Nominatian Modify
Ropresenistie  Approwed

Note that you cannot remove all user roles from a nominee.
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Figure 175: Modify Role Page
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*Email Address: “Business Phone:
990-000.0000
openpayments 1ivopmail com 5555555055

“Indicate the role this person will have:

* Authorized OMclal: May access/revsew dala and mnitiate depuies on records on behall of the

leaching hospital. May norminals ofher ndviduals for user roles or modily existling user noles. They ans

%0 responstike for approving danying nominalions madke by othirs &5 woll 85 deactvating usars
Authorized Represeniative: May accessroview data and intsate disputes on records on behall of

thvr Beaching hospial, May nommate othar indrsduals Tor user roles with the teaching hospital

Business Address

Business Address, Line 1:
T500 Secunby Bhed

Buziness Address, Line 2:
City Narme: State: Zip Code:
SoonD SooD
Baltimare Manyland v pdd
Cancel Save Rele

®

Hesouroes
Access the Open Paymeants
Uggr Guide [PDF, 37.3 MB]

Need help with the websita?
Contact Us by email

Raviaw tha Open Payments
Privacy Policy [POF, 102 KE]

195




Open Payments User Guide for Covered Recipients - January 2024

Step 5: You will now see an updated list of nominations on the “Manage Roles” tab.

Figure 176: Teaching Hospital Manage Roles Tab Confirmation

Open Payments (Sunshine Act)

Tasching Hoapitsl Swich U

Gt (2} 8] ®

Homa Review and Dispute LEL L Resources

ABCDE Teaching Hospital BRy fcovsns cneamem
Teaching Hospital Manage Roles Nesd help with the websiis?

Iformation ? Contact Us by smail
Confirmation: B Review the Open Fayments
Privacy Policy [PDF, 102 KE]

+ You have successfully modified a user rola.

Select the "Nominate New Role” button b neminate 8 new individual te il a role for your jeaching
haspital. Select the "Modify” button to change the role of an existing hospital Select the:
“Deactivate User” button to remove an active user completely from your teaching hospital. Note: an
authorized official may madify o deactivate another authorzed official but cannct deactivate
ihemselves from the teaching hospital,

An explanation of the statuses balow can be found in the Open Payments User Guide [PDF, 27.2

ME]

Hominate New Raole

Parme: Role: Status: Actions:

Kanan Miler Authornzed Vedled Modity
Official

Jos Milar Authaonzed Momination Modify
Rapresentative  Approwved

Torn Smeth Authonzed Momination Modity
Official Approved

3.5j: Deactivating a User

A user holding the role of authorized official with a teaching hospital can deactivate other individuals’
user roles with that teaching hospital, including other authorized officials. Deactivation removes an
individual’s association with a teaching hospital in the Open Payments system, including removing the
individual’s access to that teaching hospital’s information and records. It does not remove the individual
from the Open Payments system.

You cannot deactivate yourself. If you wish to be deactivated, contact the Open Payments Help Desk.

Only active users can be deactivated; individuals who have not yet accepted or rejected a user role
nomination cannot be deactivated, nor can individuals who have self-nominated for a user role but their
nomination has not yet been approved or denied.

To deactivate an individual’s user role, follow these steps.
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Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials,
navigate to the Open Payments home page, and select the “Manage Teaching Hospitals” tab from the
menu bar on the Open Payments home page.

Figure 177: Open Payments Landing Page for Returning User

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

G} A @ & > ©)

Manage Teaching

Home Review and Dispute Hospitals

My Profile Utilities Messages Resources

User Guide [FDF]

Welcome to the Open Payments System

MNeed help with the website?

Announcements Contact Us by email

Program Year 2018 Review and Dispute Period Open -

The Review and Dispute period is open starting April 1, 2019. During this period, reporting entities
may receive disputes from covered recipients and should waork with them directly fo resolve the
disputes. Physicians and teaching hospitals may review data about them and initiate disputes until
May 15, 2019. After that, reporting entities have an additional 15-day correction period to make
cormections to disputed data as needed. Records with unresolved disputes at the end of the
cormection period will be identified in the published data as disputed. Changes to records after the
cormection period will be included in future data publications.

Review the Open Payments
Privacy Policy [FDF]

@ Access the Open Payments
?

Visit the Open Payments website at hittps:/iwww.cms.gov/openpayments for information. For
questions, contact the Open Payments Help Desk by email at ocpenpayments@cms.hhs.gov or by
phone at 1-855-326-8366. For the TTY line, call 1-844-649-2766.

You can manage your user profile and perform the actions associated with your profile.

According to the Paperwork Reduction Act of 1985, no persons are required to respond to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please writs to CMS, 7500 Security
Boulevard, Attn: PRA Reperts Clearance Officer, Baltimore, Maryland 21244-1850.
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Step 2: You will see a list of all of the teaching hospitals you are associated with. Select the hyperlink for
the teaching hospital for which you will be deactivating a user.

Figure 178: Manage Teaching Hospitals Page
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Review and Dispute

Access the Open Payments
User Guide [PDF. 37.3 MB]

Manage Teaching Hospitals

Contact Us by enmail
roles, salect & teaching hospital from the list beiow. You may register a new teaching hospital by

salecting the "Registar Mew Teaching Hospital' button. Review the Open Payments

h ith th ite?
Below are the teaching hospitals with which you are affiiated. To view detalls and manage user ? [
E Privacy Pellicy [PDF, 102 KB

Register New Teaching Hospital

Your Teaching Hospitals
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ABCDE Medical Hospita 11-1231234 7500 Security Bivd., Registared
Baltimore, MD 21244

198



Open Payments User Guide for Covered Recipients - January 2024

Step 3: Select the “Manage Roles” tab.

Figure 179: Teaching Hospital Information Page
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Step 4: Select the “Deactivate User” button associated with name of the individual’s name

Figure 180: Teaching Hospital Manage Roles Tab Deactivate User

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

G} @ &2 ®

Manage Teaching
Home Review and Dispute s My Profile Messages Resources

User Guide [PDF, 37.3 MB]

Teaching Hospital Manage Roles

Need help with the website?
Information

Contact Us by email

Review the Open Payments
Privacy Policy [PDF, 102 KB]

ABCDE Teaching Hospital (PP Access the Open Payments
?
a

Select the "Nominate New Role" butten to neminate a new individual to fill a role for your teaching
hospital. Select the "Modify" button to change the role of an existing hespital. Select the
"Deactivate User” button to remove an active user completely from your teaching hospital. Note: an
authorized official may modify or deactivate another authorized official but cannot deactivate
themselves from the teaching hospital.

An explanation of the statuses below can be found in the Open Payments User Guide [PDF, 37.3

ME] .
Nominate New Role
Name: Role: Status: Actions:
Karen Miller Authonzed Requested Approve
Official
Tom Miller Authorized Accepted Modify | Deactivate User
Representative
Karen Miller Authornized Vetted Modify
Official
Susan Jones Authorized Normination Modify
Official Approved
Susan Jones Authorized Nomination Modify
Representative  Approved
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Step 5: The Open Payments system will ask you to confirm the deactivation. Select the “Continue”
button to confirm deactivation or the “Cancel” button to return to the Manage Roles page with no

action taken. If you confirm deactivation, the Open Payments system will send emails to you and the
individual being deactivated that confirms the individual’s user role deactivation.

Figure 181: Teaching Hospital Manage Roles Tab- Confirmation Page

Selacting this aption will deactivate Karen Miller from your
teaching hospital. They will na langer be able 1o perfamm
schions on bahalf of your leaching hospiial,

Reminder. af teaching hospitals must have af least one
active authorized official in the Open Payments system

Selact "Continue” fo deactivate this wser, or select "Cancel
b returmn fo the previous page.

Section 3.6: Updating Profile Information in the Open Payments System

Physician, NPP, and teaching hospital profiles can be kept current by updating them as information
changes. The steps for profile updates are given below.
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3.6a: Updating a Covered Recipient Profile as an Authorized Representative
As an authorized representative who holds the level of access of “Modify Profile” to edit their covered
recipient’s profile, follow these steps.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials,
navigate to the Open Payments home page, and select the “Manage Covered Recipients” tab.

Figure 182: Open Payments Landing Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

2 ) > ®

Review and Dispute Manage Covered Recipients My Profile Messages Resources

User Guide [PDF]

Welcome to the Open Payments System

Need help with the website?

Announcements Contact Us by email

Program Year 2020 general information - Review and dispute functionality in the Open
Payments system is unavailable until April 2021. CMS will announce the beginning of the review
and dispute period here and via the Open Payments email updates.

Review the Open Payments
Privacy Policy [PDF]

@ Access the Open Payments
?

At any time, individuals may register with a teaching hospital and/or register as a physician, accept & 'r‘
or request nominations, and review their profile information. Relevant resources are available on LY Z

the Resources page of the Open Payments website. . ;

In preparation for Program Year 2020 data submission the Open Payments system will be h

unavailable during the following dates:
- Friday, January 22, 2021, through Thursday, January 28, 2021.
Visit the Open Payments website for program information and resources. If you have any

questions, contact the Open Payments Help Desk by email at openpayments@cms.hhs.gov or by
phone at 1-855-326-8366 (TTY Line: 1-844-649-2766).

‘You can manage your user profile and perform the actions associated with your profile. Note: In
order to be able to review all records submitted for you, you must have entered your NP, if
available, and all state licenses under your profile details in Open Payments system.

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concermning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.
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Step 2: Select the covered recipient for which you wish to make updates on the “Manage Covered
Recipients” page.

Figure 183: Manage Covered Recipients Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

G} ) ™) ®

Home Review and Dispute Manage Covered Recipients My Profile Messages Resources

User Guide [PDF]

Manage Covered Recipientse

Looking for a way to register a reporting entity or teaching hospital?
>> Go to Switch User Type

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF]

e Access the Open Payments
?

Covered Recipients You Represent

Any covered recipient who has listed you as an authorized representative is shown below.
Depending on the access level the covered recipient gives you, your ability to take actions on their
behalf might be limited. You can always view the covered recipient's profile or see the records
reported for them. If allowed, you might also be able to update the covered recipient's profile or to
dispute reported payments, other transfers of value, or ownership and investment interests.

Covered Recipients who have approved you as an authorized
representative
Name: Date Confirmed:

Karen Miller 06/29/2021
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Figure 184: Manage Covered Recipient Page- Covered Recipient Selected

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type
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Home Review and Dispute Manage Covered Recipients My Profile Messages Resources
Ashley Barth » Access the Open Payments
L User Guide [PDF]
7 Need help with the website?
Overview Covered Recipient's Covered Recipient's [4 Contact Us by email
Profile Details Roles
Review the Open Payments
a Privacy Policy [PDF]
An explanation of the statuses below can be found in the Open Payments User Guide [PDF] .
Profile Name
Karen Miller Physician Assistant Verified
06/29/2021
Covered Recipient's Roles
Role: Name: Status:
Non-Physician Practitioner Karen Miller Vetted

Step 3: Select the “Covered Recipient’s Profile Details” tab to view the profile information for the
selected covered recipient. You will be able to view the physician’s personal information, covered
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recipient information, and the covered recipient’s authorized representative information. Select
“Update Profile” to begin making updates.

Figure 185: Manage Covered Recipients Page Covered Recipient's Profile Details Tab
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Need help with the website?
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Details Roles
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Karen Miller @ Access the Open Payments
?

The covered recipient's profile information is shown below. HpclateRrciite

Personal Information (

s

N
Name: Karen Miller "
Business Email Address:
Business Telephone Number: 555-555-5555
Practice Name:
Practice Business Address: 7500 Security Blvd. -
Baltimore, Maryland 21244
us

Covered Recipient Information

Covered Recipient Primary Type: Non-Physician Practitioner
Physician Assistant

National Provider Identifier (NPI):

Drug Enforcement Administration (DEA) Number:

Taxonomy Codes:
Physician Assistants & Advanced Practice Nursing Providers|Nurse Practitioner|Family

State Licenses:

Covered Recipient’'s Authorized Representative

Authorized Representative: Jared Smith
Business Email Address:

Business Telephone Number: 333-333-3333
Job Title:

Business Address: 7500 Security Bivd.
Baltimore, Maryland 21244
us

Access Level:
Review Data (Read-Only)

Dispute Data
Edit Covered Recipient Profile
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Step 4: Update the necessary information. When your updates are complete, select “Save Updates.”

Figure 186: Manage Covered Recipients Page Covered Recipient's Profile Details Tab Update Profile
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Access the Open Payments
User Guide [PDF]

Need help with the website?

Overview Covered Recipient's My Roles & Contact Us by emall
Details Nominations

Review the Open Payments
Privacy Policy [PDF]

D~ 3

Afield with an asterisk (*) is required.

*Covered Recipient Type

Non-Physician Practitioner v
Personal Information
‘/‘/‘/////f///ffp’//‘//‘»‘f////f»“/‘/(r’/.///‘f/‘ /‘/

*Country:

United States v

*Business Address, Line 1:
7500 Security Blvd

Business Address, Line 2:

*City Name: “State:

Baltimore Maryland v
*Zip Code: *Business Telephone Number:
99999 9999 999-999-9999

21244 555-555-5555

Cancel Save Updates

Note: Any updates made to the covered recipient profile require that the covered recipient be re-
vetted. Once the updated information has been re-vetted, both the covered recipient and authorized
representative will be able to perform the necessary actions in the Open Payments system. See
Section 3.3c for information on physician vetting and Section 3.3f on NPP vetting.
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3.6b: Updating Covered Recipient or Covered Recipient Authorized Representative Personal
Profile

As a user of the Open Payments system, you have the ability to update your personal profile
information. You will be able to update your name, business email address, business telephone number,
job title, and business address. Steps for updating your profile are explained below.

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials,
navigate to the Open Payments home page, and select the “My Profile” tab.

Figure 187: Open Payments Landing Page for Returning Physician and NPP Users

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

[2 ) > ®

Review and Dispute Manage Covered Recipients My Profile Messages Resources

User Guide [PDF]

Welcome to the Open Payments System

Need help with the website?

Announcements Contact Us by email

Program Year 2020 general information - Review and dispute functionality in the Open
Payments system is unavailable until April 2021. CMS will announce the beginning of the review
and dispute period here and via the Open Payments email updates.

Review the Open Payments
Privacy Policy [PDF]

@ Access the Open Payments
?

At any time, individuals may register with a teaching hospital and/or register as a physician, accept
or request nominations, and review their profile information. Relevant resources are available on
the Resources page of the Open Payments website.

In preparation for Program Year 2020 data submission the Open Payments system will be
unavailable during the following dates:

- Friday, January 22, 2021, through Thursday, January 28, 2021.
Visit the Open Payments website for program information and resources. If you have any

questions, contact the Open Payments Help Desk by email at openpayments@cms.hhs.gov or by
phone at 1-855-326-8366 (TTY Line: 1-844-649-2766).

You can manage your user profile and perform the actions associated with your profile. Note: In
order to be able to review all records submitted for you, you must have entered your NPI, if
available, and all state licenses under your profile details in Open Payments system.

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.
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Step 2: Select the “My Profile Details” tab. You will be able to view your existing profile information.

Figure 188: My Profile Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

1) A E2 ©)

Review and Dispute Manage Covered Recipients Messages Resources
My Profi Ie » Access the Open Payments
Lc User Guide [PDF]
: Need help with the website?
Jared Smith ? Contact Us by email
Overview My Profile Details My Roles & Review the Open Payments
Nominations a Privacy Policy [PDF]
An explanation of the statuses below can be found in the Open Payments User Guide [PDF] . . i,.\
Profile Name
Jared Smith
Your Roles
Role: Name: Role Status:
Authorized Representative Karen Miller Accepted
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Step 3: Select “Update Profile” to begin making edits and/or updates.

Figure 189: My Profile Details Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

®

Review and Dispute Manage Covered Recipients My Profile

My Profile

Jared Smith

Overview My Profile Details My Roles &

Nominations

To update your profile details, including adding or updating authorized representative information,

select the “Update Profile” button.
Register as a Covered Recipient Update Profile

Personal Information

Name: Jared Smith

Business Email Address: rashid.alam@cgifederal.com
Business Telephone Number: 333-333-3333

Job Title: senior director

Business Address: 1234 Ashburn Ln
ashbumn, VA 20148
us

Messages

> ®

Resources

Access the Open Payments
User Guide [PDF]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF]

-
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Step 4: Update fields as necessary. When changes are complete, select “Save Updates.”

The updated information will now appear on the “My Profile Details” page.

Figure 190: My Profile Details Tab

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

fa} )

Home Review and Dispute Manage Covered Recipients My Profile

My Profile

Jared Smith

Overview My Profile Details My Roles &

Nominations

Update Profile

Personal Information

Afield with an asterisk (*) is required.

*First Name: Middle Name:

Jared

*Last Name:
Smith

Suffix (Jr., Sr., etc.):

*Job Title:
senior director

*Business Email Address:
openpayments@yopmail.com

Business Address

*Country:
United States v

*Business Address, Line 1:
7500 Security Blvd.

Business Address, Line 2:

*City Name: *State:
Baltimore Maryland v
*Zip Code: *Business Telephone Number:

99999 9999 999-999-9999
21244 333-333-3333
Cancel Save Updates

> ®

Messages

Resources

Access the Open Payments
User Guide [PDF]

Need help with the website?
Contact Us by email

Review the Open Payments
Privacy Policy [PDF]

: L.
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Review and Dispute

Chapter 4: Review and Dispute for Physicians, NPPs, Teaching
Hospitals, and Principal Investigators

This chapter provides information on the review, dispute, and correction process for physicians, NPPs,
teaching hospitals, and principal investigators in the Open Payments system.

This chapter is divided into the following sections:

e Review and Dispute Process Overview provides information on the review and dispute process
within the Open Payments system.

e Reviewing Records provides information on how physicians, NPPs, teaching hospitals, and
principal investigators can review data submitted about them by applicable manufacturers and
applicable GPOs.

e Affirming Records provides information on how physicians, NPPs, teaching hospitals, and
principal investigators can affirm data submitted about them by applicable manufacturers and
applicable GPOs.

e Disputing Records provides information on how physicians, NPPs, teaching hospitals, and
principal investigators can initiate disputes against data submitted about them by applicable
manufacturers and applicable GPOs.

e Withdrawing Disputes provides information on how physicians, NPPs, teaching hospitals, and
principal investigators can withdraw disputes they have initiated against data submitted about
them by applicable manufacturers and applicable GPOs.

This chapter covers the review and dispute functions for physicians, NPPs, teaching hospitals, and
principal investigators.

Section 4.1: Review and Dispute Process Overview

Physicians, NPPs, teaching hospitals, and principal investigators registered in the Open Payments system
may review data reported about them by applicable manufacturers and applicable GPOs in the Open
Payments system record(s) that were submitted during that calendar year’s submission period. This
includes records submitted for the previous program year and any records submitted late from prior
program years.

During a review, the reviewer may perform two optional actions:
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e |[f the reviewing physician, NPP, teaching hospital user, or principal investigator agrees that a
record is accurate, they can affirm the record. Note: Affirmation is not a required action.
Records that have not been affirmed will still be included in the next data publication.

e |f the reviewing physician, NPPs, teaching hospital user, or principal investigator believes a
record is in error, they can initiate a dispute against the record.

These actions can be performed on one record at a time.

Physicians, NPPs, and teaching hospitals may dispute any part of a record in which they are identified as
the covered recipient. Physicians and NPPs identified in a record as a Principal Investigator (Pl) rather
than covered recipient may only dispute their own association with the record and their own personal
identifying information given in that record. They should not dispute any other information in the
record, such as payment amount, nature of payment, etc.

To resolve a dispute, physicians, NPPs, teaching hospitals, and principal investigators should work
directly with reporting entities outside of the Open Payments system. CMS will not mediate or facilitate
disputes between physicians, NPPs, teaching hospitals, principal investigators, and reporting entities.
The outcome of the resolution will be recorded in the Open Payments system. Dispute resolutions can
lead to changes to the submitted data, or the dispute may be resolved without changes to the data. In
addition, a dispute may be withdrawn by the individual who initiated it.

Email notifications are sent to alert applicable manufacturers, applicable GPOs, physicians, NPPs,
teaching hospitals, and principal investigators of review and dispute activities in the Open Payments
system.

Note: records that are flagged for a delay in publication by the reporting entity are eligible for review
and dispute by physicians, NPPs, teaching hospitals, and principal investigators.

4.1a: Review, Dispute, and Correction Period
Each program year has a scheduled review, dispute, and correction period. The period is 60 days long
and divided into two sections.

The period begins with a 45-day period for physicians, teaching hospitals, NPPs, and principal
investigators to review, dispute, and work with the reporting entity to resolve the disputed record(s)
submitted during the submission period. This includes records submitted for the previous program year
and any records submitted late from prior program years.

Immediately following the 45-day period is a 15-day correction period for reporting entities to continue
to make corrections to records and resolve any active disputes.

Although there is a distinct review, dispute, and correction period, these activities can be performed
throughout the year. The designated review and dispute period only affects when and how the dispute
is displayed in the initial data publication and subsequent data refresh publication. Therefore, if a
dispute is not resolved within the review, dispute, and correction period for a program year, all parties
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should continue to seek a resolution until the dispute is resolved. Once the dispute is resolved and any
necessary corrections made to the record(s), the data will be updated in a subsequent publication based
on when they were corrected in the Open Payments system.

Disputes initiated within the initial 45-day review, dispute, and correction period, and resolved by the
end of the additional 15-day correction period, will be published and identified as non-disputed in the
initial public posting of data. If the dispute is not resolved by the end of the correction period, the record
will be published and identified as being under dispute. Disputes initiated or resolved after the full 60-
day review, dispute, and correction period will not be reflected in the initial publication of data. Those
disputes and any related data changes will be published in the next publication of data, which may be a
refresh publication of the program year data or the publication of the next program year’s data. Refer to
the “Methodology and Data Dictionary Document” available on the Resources page of the Open
Payments website, at https://www.cms.gov/OpenPayments/Resources for details on how dispute and

resolution timing affect data publication. In the publication, the data will be associated with the
program year of the data, not the date of its publication.

4.1b: Effects of Changing a Record to Resolve a Dispute

When a dispute resolution results in changes to a record, applicable manufacturers and applicable GPOs
must re-submit the record with the revisions to the Open Payments system and attest to the revisions.
The physician, NPP, teaching hospital, or principal investigator will be able to view the original record
disputed under the “Deleted and In Progress Records” tab with status of “In Progress” and the user(s)
that have disputes in “Initiated” or “Acknowledged” status will be notified via email that the record is
being updated by the entity. Once the record has been re-attested, the record will be available under
the “Available for Review and Dispute” tab again.

If the physician, NPP, teaching hospital, or principal investigator identified in a record is changed as part
of a dispute resolution, the original physician, NPP, teaching hospital, or principal investigator will no
longer see the record under the “Available for Review and Dispute” tab, the record will be available
under the “Deleted and In Progress Records” tab. If the deletion of the record was in response to a
dispute, any user(s) that have disputes in “Initiated” or “Acknowledged” status will be notified via email
that the record has been deleted by the entity when the record is re-attested. The records that have
been deleted will display under the “Deleted and In Progress Records” tab with a “Deleted” status. The
newly identified physician, NPP, teaching hospital, or principal investigator will see the record during the
next calendar year’s review and dispute period under the “Available for Review and Dispute” tab.

If a reporting entity edits or deletes a disputed record, the Open Payments system will send an email
notification to the individual(s) who initiated the dispute(s). If the dispute initiator is a covered
recipient’s authorized representative, email notifications will be sent to both the authorized
representative and the physician and/or NPP.

Refer to the “Methodology and Data Dictionary Document” available on the Resources page of the Open
Payments website, at https://www.cms.gov/OpenPayments/Resources for details on how changes to

records affect data publication.
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4.1c: Review and Dispute Statuses

Records available for the review and dispute process will have one of the following review and dispute
statuses:

o |nitiated: Indicates that a physician, NPP, teaching hospital, or principal investigator has initiated
a dispute against a record submitted by an applicable manufacturer or applicable GPO.

o Acknowledged: Indicates that an applicable manufacturer or applicable GPO has received and
acknowledged a dispute initiated by a physician, NPP, teaching hospital, or principal
investigator.

e Resolved No Change: Indicates that the applicable manufacturer or applicable GPO and the
physician, NPP, teaching hospital, or principal investigator have resolved the dispute in
accordance with the guidance in the Final Rule, and no changes were made to the disputed
record.

e Withdrawn: Indicates that a physician, NPP, teaching hospital, or principal investigator has
withdrawn a dispute they initiated against a record submitted by an applicable manufacturer or
applicable GPO.

o Resolved: Indicates that disputed data was updated and then re-submitted and re-attested to
by the applicable manufacturer or applicable GPO.

Records submitted during the submission period that calendar year may be unavailable for review and
dispute for one of the following reasons:

e Adeleted record can only be viewed under the “Deleted and In Progress Records” tab and
cannot be disputed. For deleted records only the record information will display.
Disputes associated to the record will not be available once the record has been deleted.

e Arecord undergoing editing by its reporting entity can only be viewed under the “Deleted and In
Progress Records” tab and cannot be disputed. Records undergoing editing will display all the
dispute statuses and dispute details (where available).

Section 4.2: Reviewing Records

Physicians, NPP, teaching hospitals, and principal investigators that have registered with the Open
Payments system may review all payments, other transfers of value, and physician ownership or
investment interests submitted about them by an applicable manufacturer or applicable GPO.

A step-by-step walkthrough for reviewing records follows.
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Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials,
navigate to the Open Payments home page, and select the “Review and Dispute” tab on the menu bar.
“Review and Dispute Overview” page is displayed.

Figure 191: Open Payments Landing Page for Returning Physician and NPP User

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

[2 ) > ®

Review and Dispute My Profile Messages Resources

User Guide [PDF]

Welcome to the Open Payments System

Need help with the website?
Contact Us by email

@ Access the Open Payments
?
L

Announcements

Program Year 2020 general information - Review and dispute functionality in the Open
Payments system is unavailable until April 2021. CMS will announce the beginning of the review
and dispute period here and via the Open Payments email updates.

Review the Open Payments
Privacy Policy [PDF]

At any time, individuals may register with a teaching hospital and/or register as a physician, accept 9 '5“
or request nominations, and review their profile information. Relevant resources are available on '
the Resources page of the Open Payments website.

In preparation for Program Year 2020 data submission the Open Payments system will be b
unavailable during the following dates:

- Friday, January 22, 2021, through Thursday, January 28, 2021.
Visit the Open Payments website for program information and resources. If you have any

questions, contact the Open Payments Help Desk by email at openpayments@cms.hhs.gov or by
phone at 1-855-326-8366 (TTY Line: 1-844-649-2766).

‘You can manage your user profile and perform the actions associated with your profile. Note: In
order to be able to review all records submitted for you, you must have entered your NP, if
available, and all state licenses under your profile details in Open Payments system.

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.
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Step 2: On the “Review and Dispute Overview” page, some instructions will be visible. To display all of
the instructions, select the “Read More” hyperlink.

Figure 192: Physician and NPP Review and Dispute Overview Page- Read More

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

1A ) B3 ®

Home Review and Dispute My Profile Messages Resources

Review and Dispute Overview

Afield with an asterisk (*) is required.

Covered Recipient Records

To see a summary of a covered recipient's records, select the covered recipient's name from the drop-down list below, then select the "Show Summary" button. This
will display a summary of the number of payment records and their total amounts available for review and dispute during this calendar year.

+ Read More h

Summary of Payment Records

*Choose a Covered Recipient:

Step 3: Under the heading “Summary of Payment Records,” select the covered recipient whose records
are to be reviewed from the drop-down menu. To see the summary of payment records for the covered
recipient chosen, select the “Show Summary” button. This will bring up the Summary of Payment
Records.

The Summary of Payment Records displays the total number of records available for review and dispute
for the selected covered recipient and the total dollar amount for those records. The totals are grouped
by program year and payment category.

For physicians and NPPs, the research payment category totals are split to differentiate between the
records in which the physician and/or the NPP is identified as the covered recipient and the records in
which the physician and/or the NPP is identified a principal investigator. Note that teaching hospital
summaries do not include an Ownership/Investment section, as that payment category is not applicable
to them.
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Figure 193: Physician and NPP Review and Dispute Overview Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Gt ) > ®

Home Review and Dispute My Profile Messages Resources

Review and Dispute Overview

Afield with an asterisk (*) is required.

Covered Recipient Records

To see a summary of a covered recipient's records, select the covered recipient's name from the drop-down list below, then select the "Show Summary" button. This
will display a summary of the number of payment records and their total amounts available for review and dispute during this calendar year.
» Read More

Summary of Payment Records

*Choose a Covered Recipient:

Tom Smith hd | Show Records

Program Year Number of Records Total Amount
2021 0 $0.00
2020 0 $0.00
2019 0 $0.00
2018 0 $0.00
2017 0 $0.00
2016 0 $0.00
2015 0 $0.00
2014 0 $0.00

Covered Recipient Principal Investigator

Program Year N::::Z::f Total Amount N:z:;::' Total Amount
2021 0] $0.00 o] $0.00
2020 0 $0.00 0 $0.00
2019 0] $0.00 o] $0.00
2018 21 $160.05 0 $0.00
2017 Q $0.00 Q $0.00
2016 0 $0.00 1 $7.25
2015 Q $0.00 Q $0.00
2014 0 $0.00 0 $0.00

Program Year Number of Records Amount Invested Value of Interest
2021 0 $0.00 $0.00
2020 0 $0.00 $0.00
2019 0 $0.00 $0.00
2018 10 $11.00 $10.00
2017 0 $0.00 $0.00
2016 0 $0.00 $0.00
2015 0 $0.00 $0.00
2014 0 $0.00 $0.00
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Step 4: Select the “Show Records” button to navigate to the “Review and Dispute” page for the covered
recipient.

Figure 194: Physician and NPP Review and Dispute Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

My Profile Messages Resources

Review and Dispute - Tom Smith

Back
Below is the list of all payment records in which the non-physician practitioner or physician is a covered recipient or principal investigator that are eligible for review
and dispute this calendar year.
» Read More

Covered Recipient Records

Program Year: Entity Making Payment: Order By:
2021 Please Select v Please Select v
2020
2019
2018 -
Review and Dispute Status: Record ID: Dispute ID:
Maximum 38 digits Maximum 38 digits
Initiated
Acknowledged
Resolved No Change
Withdrawn
Resolved -
Payment Category: Affirmed (Yes/No): Reported As:
) General Payments O Yes O Recipient
() Research Payments O No (J Principal Investigator

O ownership or Investment Interest

Search Clear All

Showing Results for:
[AI]

Available for Review and Dispute Deleted and In Progress Records

%, Download Zip File
Showing 10 v of 32 Entries Page1of4 | » | » Page 1 v

Record ID 71158271

Entity Making Payment Program Year Record Status

ABCDE Medical 2018 Attested

Record ID Affirmed Payment Category

71168271 No Research Payments

Total Payment Amount Value of Interest Delay in Publication of Research Payment Indicator
$7.22 N/A No

Date of Payment Principal Investigators Associated Listed as Pl Only

2018-12-31 Yes No

Affirm Record Dispute Record

Record ID 73770083

Entity Making Payment Program Year Record Status
ABCDE Medical 2018 Attested
Record ID Affirmed Payment Category
73770083 No Research Payments
Total Payment Amount Value of Interest Delay in ication of a ay
$7.22 N/A No
Date of Payment Principal Investigators Associated Listed as Pl Only
2018-12-31 Yes No
Affirm Record Dispute Record
Showing 10 v of 32 Entries Page 10f 4 » = Page 1 v
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Step 5: The “Review and Dispute” page displays all available records for review. Users can use available
filters on the page to narrow search results as desired.

There are two tabs that may contain information related to the disputes attributed to the covered
recipient:

e Available for Review and Dispute: This tab displays all records that are currently available for
review and dispute. All records in this tab are in “Attested” status.

Figure 195: Review and Dispute Page Available for Review and Dispute

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type.

Review and Dispute

Resources

Review and Dispute - Tom Smith
Back

Below is the list of all payment records in which the non-physician practitioner or physician is a covered recipient or principal investigator that are eligible for review
and dispute this calendar year.
» Read More

Covered Recipient Records

Program Year: Entity Making Payment: Order By:
2021 Please Select v Ploase Select v
2020
2019
2018 >
Review and Dispute Status: Record ID: Dispute ID:
Maximum 38 digits Maximum 38 digits

Initiated
Acknowledged
Resolved No Change

Withdrawn
Resolved S
Payment Category: Affirmed (Yes/No): Reported As:
O General Payments O Yes O Recipient
Research Payments. O No

Principal Investigator
) ownership or Investment Interest

Search Clear All

Showing Results for:
A

| Available for Review and Dispute | Deleted and In Progress Records

%, Download Zip File
Showing |10 ~ | of 32 Entries Page1ota |+ |+ | Page 1 v

Record ID 71158271

Entity Making Payment Program Year Record Status
ABCDE Medical 2018 Attested
Record ID Affirmed

Payment Category

71158271 No Research Payments

Total Payment Amount Value of Interest Delay In Publication of Research Payment Iindicator
$7.22 N/A No

Date of Payment Princip: i A i Listed as Pl Only

2018-12-31 Yes No

Affirm Record Dispute Record

Record ID 73770083

Entity Making Payment Program Year Record Status
ABCDE Medical 2018 Attested
Record ID Affirmed Payment Category
73770083 No Research Payments
Total Payment Amount Value of Interest Delay in of Research y Indicator
$7.22 N/A No
Date of Payment Principal Investigators Associated Listed as Pl Only
2018-12-31 Yes No
Affirm Record Dispute Record
Showing | 10 ~ of 32 Entries Page1of4 | = | = | Page 1 v
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o Deleted and In Progress Records: This tab displays all records that were available for review and
dispute in the current calendar year but were deleted or are in the process of being edited by
the AM/GPOs and are not available for review. Note that review and dispute actions will not be
allowed for these records as they can only be viewed.

Figure 196: Physician and NPP Review and Dispute Page Available for Deleted and In Progress Records

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Gl %] ) )

Home Review and Dispute My Profile Messages Resources

Review and Dispute - Tom Smith

Back

Below is the list of all payment records in which the non-physician practitioner or physician is a covered recipient or principal investigator that are eligible for review
and dispute this calendar year.
» Read More

Covered Recipient Records

Program Year: Entity Making Payment: Order By:

2021 Please Select v Please Select v
2020

2019

2018 -

Review and Dispute Status: Record ID: Dispute ID:
Maximum 38 digits Maximum 38 digits
Initiated
Acknowledged
Resolved No Change
Withdrawn
Resolved S

Payment Category: Affirmed (Yes/No): Reported As:

O General Payments 0 Yes () Recipient

) Research Payments O No O Principal Investigator
() Ownership or Investment Interest

Search Clear All

Showing Results for:

[Al]
Avastable for Review and Dispute Deleted and In Progress Records
Showing 10 v of I Erres Page tof 1 Fage 1 v
Record ID 660030
Entity Making Paymant Program Year Record Status
ABCDE Medcal 2018 Deteted
Record ID Aimea Paymant Category
660000 No Research Paymens
Total Payment Amount Valus of mterest Delay in Publcation of Research Payment indicater
$829 NA Yes
Date of Paymest Prncipal Investigatons Asiociated Listed a8 P Only
20072 N N
Record ID 660188
Entity Making Payment Program Year Record Status
ABCDE Medc s oy ]
Record 1D Aftirmed
G008 NO
Total Payment Amount Value of interest Delay in Publication of Research Payment indicator
$706 NA Yes
Date of Payment Principal investigators Associated Listed as PI Only
2017:42-31 No NO
Showing 10 v of 7 Enares Page 1011 Page 1 v
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Step 6: Records on the “Review and Dispute” page are displayed in a card format. To see all a record’s
information, select the hyperlinked number under the “Record ID” heading. This will open the “Record
ID” page for that record, which contains the record’s details, general information, and reporting entity
contact information. The Record Details page also displays any “Active Disputes,” if available.

Figure 197: Record ID Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Swilch User Type

fa} % @ by ©)

Home Review and Dispute My Profile Messages Resources

User Guide [PDF, 28 8 MB)

Record ID: 672652

Back

Need heip win the webse?
Contact Us by email

B Access e Open Paymants
?
a

Review the Open Payments
Privacy Policy [PDF, 102 K8]

Reporting Entity Contact Information

if you have amy questions about THis record, you may use e contact information proviced
elow to directly contact !he reporting entity

Record Details

Program Year: 2018
Reporting Entity: ABCDE Medcal

Payment Category: General Payments

Consolidated Reporting: No
Last Modfied Date: 2018-09-11
Submission Date: 2018.08.11

Record Status: Anesied
General Record Information

Physician Ownership ingdicator: No

Third Party Payment Reciplent Indicator: No Third Party Payment

Name of Third Party Entity Receiving Payment or Transfer of Value:
Charity Ingicator: No

Third Party Equals Covered Recipient Indicator:

Delay in Publication of Research Payment ingicator: No Delay Requested

Contextual Information:
Active Disputes

Associated Disputes and Statuses:

| Dispute 10 | Statos ]

I\o'e None ]

Recipient Demographics Information

Covered Recipient Type: Physiian
FPIPVYP PP PSPPI EOIPEOPPPEPIPIPIPOOPIPSPQSSLPSPQOSOSPRS

dtl SO Y. AN A, am A VA & o0, Fe,
City of Travel:
$tate of Travel:
Country of Travel:

Back
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Step 7: Available disputes are displayed as a child record within the payment record on the covered
recipient “Review and Dispute” page. Select “Dispute ID” link to view all dispute(s) associated with the
record. Each dispute is displayed in an accordion style listed in descending order of Dispute ID. The
record header also displays the total number of disputes for the record.

Figure 198: Physician and NPP Review and Dispute Page Dispute ID

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Review and Dispute - TOM SMITH
Dack

Betow 13 Te It of 51 payment recoros N which e physcn & 8

are ebgpie for Tevies 85 ON{ufe thes Casier
» Read Mose
Physician Records
Program Year: Entity Manng Pagmant Order By
2910 Paase Semct w Please Select v
~
v
Recond 10: Duspute 10
AMrmed (TesNo): Regortes As:
Yes R geant
s

Proscsal assgacr

Seaich Cheas AR

Showing Results for:
n

Availabee for Review ang Dagute Deleted and in Progress Recoras

& Downicos Dip Fie
mowng M v o 1aEses regrrerts [0 Paged v

Record 10 672662 Disputed (1)

Entrty Making Paymest Program Year
ABC D

Recors Status
ICDE Medcal 2018 Atesded
Record D Amrmeg Payment Catsgory
Ny Lo iy rents
Total Paymers Amownt Value of innerest Delay in PuDACINGN of ReeITTA PIyment NOCION
$5.485 9% NA No
Date of Paymert Principsl ineritgatens Aliccated Listed 23 P Only
20180218 WA A
Lonprate Record
"MD‘“IHIM ]
Dripute Detars and Contact informason
The ptormaticn s re amect
o nma0ed on 20150513 by TOM SMTH
Wihdraw Diagrite
Elllde b b b b b b b b b b b b b b db d b b b b b b b b b b db b i b PR
s “ 5
Date of Paymert Principsl Investgasons Asiccaried Linted 23 P Only
114231 N .
Afir Baccrd Dinguste Racond
Sowng M V| of 142Dt regeterts (w5l Paged v
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Section 4.3: Affirming Records

Records that have been reviewed and determined to be accurate can be affirmed by the physician, NPP,
teaching hospital, or principal investigator in the Open Payments system. Affirmation is not a required
action. Records that have not been affirmed will still be included in the next data publication. You may
initiate disputes on records that have been previously affirmed if you determine that the record
contains an error.

To affirm a record, follow the steps below.

Step 1: On the “Review and Dispute” page, use the filtering tools to help find the records to be affirmed,
then select the “Search” button. All records available for affirmation will be under the “Available for
Review and Dispute” tab.

Step 2: Select the “Affirm Record” button to open the “Affirm Record” page.
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Figure 199: Physician and NPP Review and Dispute Page Affirm Record

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

in) ) & ®

Home Review and Dispute My Profile Messages Resources

Review and Dispute - Tom Smith

Back

Below is the list of all payment records in which the non-physician practitioner or physician is a covered recipient or principal investigator that are eligible for review
and dispute this calendar year.
» Read More

Covered Recipient Records

Program Year: Entity Making Payment: ‘Order By:
2021 Please Select v Please Select v
2020
2019
2018 -
Review and Dispute Status: Record ID: Dispute ID:
Maximum 38 digits Maximum 38 digits
Initiated
Acknowledged
Resolved No Change
Withdrawn
Resolved -
Payment Category: Affirmed (Yes/No): Reported As:
) General Payments O Yes () Recipient
O Research Payments O No OJ Principal Investigator

O ownership or Investment Interest

Clear All

Showing Results for:
[AI]

Available for Review and Dispute Deleted and In Progress Records

3, Download Zip File

Showing | 10 v of 32 Entries Page1of4 |»  «  Page 1 v

Record ID 71158271

Entity Making Payment Program Year Record Status

ABCDE Medical 2018 Attested

Record ID Affirmed Payment Category

71158271 No Research Payments

Total Payment Amount Value of Interest Delay in Publication of Research Payment Indicator
$7.22 N/A No

Date of Payment Principal Investigators Associated Listed as Pl Only

2018-12-31 Yes No

Dispute Record

Record ID 73770083

Entity Making Payment Program Year Record Status

ABCDE Medical 2018 Attested

Record ID Affirmed Payment Category

73770083 No Research Payments

Total Payment Amount Value of Interest Delay in Publication of Research Payment Indicator
$7.22 N/A No

Date of Payment Principal Investigators Associated Listed as Pl Only

2018-12-31 Yes No

Affirm Record Dispute Record
Showing | 10 v of 32 Entries Page 10f4 » = Page 1 v
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Step 3: Review the information displayed on the “Affirm Record” page. Select “Affirm Record” button to
affirm the record.

Figure 200: Affirm Record Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

G} ) £

Home Review and Dispute My Profile Messages Resources

Affirm Record
Tom Smith -2018

Back
Select the "Affirm Record" button to confirm that the record below is accurate and valid.
To return to the previous page, select "Cancel."

For more information about the review and dispute process, refer to the Open Payments User Guide [PDF].

You are affirming the following record:

Record ID Entity Making Payment Date of Payment Amount ($) Record Status

71158271 ABCDE Medical 2018-12-31 $7.22 Attested

Cancel Affirm Record
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Step 4: A confirmation message is displayed that the record has been successfully affirmed.

Note: Once a record has been affirmed, the “Affirm Record” button will be grayed out.

Figure 201: Physician and NPP Review and Dispute Page Confirmation

Open Payments (Sunshine Act)

Physician er Non-Physician Practiioner Swich User Type

fat

Home Review and Dispute

Review and Dispute - Tom Smith

Confirmation:

& You have successfully affirmed Record ID 71158271

Back

Below is the list of all payment records In which the non-physiclan practitiener or physiclan Is a covered reciplent of principal Investigatar that are eligible for review
and dispute this calendar year
+ Read More

Covered Recipient Records

Program Year: Entity Making Payment: Order By:
2021 Please Select v Plesse Select v
2020
2019
20118 -

Revlew and Dispute Status: Record ID: Dispute ID:

Maximum 38 digits Maximum 38 digits
Initiated

Acknowledged
Resalved No Change

Withdrawn
Resalved <

Payment Category: Affirmed (Yes/No): Reported As:

U General Payments U Yes U Recipisnt
I Research Payments U Ne 1 Principal Investigator

) Ownersnip or Investmant Interest

Search  Clear Al

Showing Results for:
A

Available for Review and Dispute Deleted and In Progress Records

3, Cownload Zip File

Showing |10 ~ of32Entries Pagelof4 | = = | Page 1 v

Record ID 71158271

Entity Making Payment Program Year Record Status
ABCDE Medical 2018 Attosted
Record ID Affirmed Payment Category
71158271 Yot f— Research Payments
Total Payment Amount  Value of Interest Delay in Publication of Research Payment Indicator
§7.22 N/ No
Date of Payment Principal Investigators Associated  Listed as Pl Only
2018-12-31 Yes No
Affirm Record Dispute Record
Record ID 73770083
Entity Making Payment  Program Year Record Status
ABCDE Medical 2018 Attested
Record ID Affirmed Payment Category
73770083 No Research Payments
Total Payment Amount  Value of Interest Delay in Publication of Research Payment Indicator
§7.22 /A No
Date of Payment Principal Investigators Assoclated Listed as Pl Only
2018-12-31 Yes No
Affirm Record Dispute Record
Showing 10 ~| of32Entries Page1ot4 =+ Page 1 v
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Section 4.4: Disputing Records

Records can only be disputed individually. To initiate a dispute on a record, follow the steps below.

Step 1: On the “Review and Dispute” page, use the filtering tools to help find the records to be disputed,

then select the “Search” button. All records available for dispute will be under the “Available for Review
and Dispute” tab.

Step 2: Select the “Dispute Record” button to dispute the record. This opens the “Dispute Record” page.

Note that when the user selects the “Dispute Record” button to initiate a dispute on a record which has

an active dispute (Dispute Status is “Initiated” or “Acknowledged”), the system will display a pop-up

window identifying that a dispute has already been initiated against the record with the following

messages based on the scenarios explained below:

The covered recipient (not principal investigator), covered recipient’s Authorized Representative
(AR) or Teaching Hospital’s Authorized Representative (AR)/Authorized Official (AO) has ACTIVE
(Dispute Status is “Initiated” or “Acknowledged”) disputes against the record. The Record ID
header displays “Disputed (# of disputes)” and the following pop-up message is issued when the
user selects the “Dispute Record” button:
The selected payment record has a dispute that is currently in progress.
Select Yes to continue with your dispute request.
Select No to cancel your dispute request.
The covered recipient is a principal investigator or AR for a covered recipient listed as principal
investigator and has NO ACTIVE disputes against the record. The Record ID header only displays
the Record ID and the following pop-up message is issued when the user selects the “Dispute
Record” button:
The selected payment record has the covered recipient listed as a principal investigator. A
principal investigator is not considered a recipient of a payment but rather is considered
associated with the payment.
As a result, the dispute can be initiated for the covered recipient’s association with the
selected research payment(s) but not the date, amount, or other values it contains.
Select Yes to continue with your dispute request.
Select No to cancel your dispute request.
The covered recipient is a principal investigator or AR for a covered recipient listed as a principal
investigator and has disputes in status other than “Initiated” or “Acknowledged” against that
record. The Record ID header displays “Disputed (# of disputes)” and the following pop-up
message is issued when the user selects the “Dispute Record” button:
The selected payment record has the covered recipient listed as a principal investigator.
A principal investigator is not considered a recipient of a payment but rather is
considered associated with the payment.
As a result, the dispute can be initiated for the covered recipient’s association with the
selected research payment(s) but not the date, amount, or other values it contains.

Select Yes to continue with your dispute request.
Select No to cancel your dispute request.
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The covered recipient is a principal investigator or AR for a covered recipient listed as a principal
investigator and has ACTIVE (“Initiated” or “Acknowledged”) disputes against the record. The
Record ID header displays “Disputed (# of disputes)” and the following pop-up message is issued
when the user selects the “Dispute Record” button:
The selected payment record has a dispute that is currently in progress. Note that the
covered recipient is listed as a principal investigator in this record. As a result, the
dispute can be initiated for the covered recipient’s association with the selected
research payment(s) but not the date, amount, or other values it contains.
Select Yes to continue with your dispute request.
Select No to cancel your dispute request.
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Figure 202: Physician and NPP Review and Dispute Page Dispute Record

Open Payments (Sunshine Act)

10

Home

Back

and dispute this calendar year.
» Read More

Program Year:

2021
2020
2019
2018

Review and Dispute Status:

Initiated
Acknowledged
Resolved No Change
‘Withdrawn

Resolved

Payment Category:

) General Payments

() Research Payments

O ownership or Investment Interest

Showing Results for:
[AI]

Review and Dispute

Available for Review and Dispute

Physician or Non-Physician Practitioner Switch User Type

)

My Profile

Review and Dispute - Tom Smith

Covered Recipient Records

Entity Making Payment:
Please Select

Record ID:
Maximum 38 digits

Affirmed (Yes/No):
O Yes
O No

&

Messages

®

Resources

Below is the list of all payment records in which the non-physician practitioner or physician is a covered recipient or principal investigator that are eligible for review

Order By:
v Please Select v

Dispute ID:
Maximum 38 digits

Reported As:
) Recipient
) Principal Investigator

Search Clear All

Deleted and In Progress Records

Record ID 71158271

Entity Making Payment
ABCDE Medical

Record ID
71158271

Total Payment Amount
$7.22

Date of Payment
2018-12-31

Record ID 73770083

Entity Making Payment
ABCDE Medical

Record ID
73770083

Total Payment Amount
$7.22

Date of Payment
2018-12-31

Showing | 10 v

Showing | 10 v

of 32 Entries

Program Year
2018

Affirmed
No

Value of Interest
N/A

Principal Investigators Associated
Yes

Program Year
2018

Affirmed
No

Value of Interest
N/A

Principal Investigators Associated
Yes

of 32 Entries

. Download Zip File

Page1of4 | w | | Page 1 v

Record Status
Attested

Payment Category
Research Payments

Delay in Publication of Research Payment Indicator
No

Listed as Pl Only

No
Affirm Record Dispute Record

Record Status
Attested

Payment Category
Research Payments

Delay in Publication of Research Payment Indicator
No

Listed as Pl Only
No

Affirm Record Dispute Record

Page 1 0of 4 » = Page 1 v
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Step 3: Review the information on the “Dispute Record” page. Enter a detailed reason for why the
dispute has been initiated in the “Dispute Details and Contact Information” text box before continuing.
The text box can contain up to 4,000 characters, including spaces, and allows all special characters on a
standard U.S. keyboard (not including ALT+NUMPAD ASCII Key characters). It is recommended that the
“Dispute Details and Contact Information” text includes review and dispute contact information, such
as an email address and/or phone number, within the text box, to facilitate the resolution of the
dispute in a timely manner.

Once the dispute is ready, select the “Send Dispute” button. The Open Payments system will send an
email to the reporting entity to notify that a dispute has been initiated. The email will include the
contents of the “Dispute Details and Contact Information” text box.

Figure 203: Dispute Record Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Gl ® )

Home Review and Dispute My Profile Messages Resources

Dispute Record

Afield with an asterisk (*) is required.

Tom Smith -2018

Back

Explain the reason(s) for disputing the record in the text box below. Include your contact information so the reporting entity can contact you
regarding the dispute resolution. Select the "Send Dispute" button when finished

If you are listed as a principal investigator, you may only dispute your association with the payment or any inaccurate identifying information.

You are disputing the following record:

Record ID Entity Making Date of Payment Amount ($)
Payment
71158271 ABCDE Medical 2018-12-31 §7.22

*Dispute Details and Contact Information:
4,000 characters maximum. Characters entered over this limit will not be saved.

4000 characters remaining

Cancel Send Dispute
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Step 4: The “Dispute Confirmed” page displays a confirmation message that the dispute has been
successfully initiated for that record. The initiator of the dispute will receive an email notification as
well.

Figure 204: Dispute Confirmed Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

{a} A @ = ©)

Home Review and Dispute My Profile Messages Resources

Dispute Confirmed

TOM SMITH - 2018

Continue

You have successfully initiated the following dispute.
An email has been sent to notify the reporting entity

Date Dispute Initiated: 09/13/2018

Record ID Dispute ID Assigned Entity Making Payment

672652 1001220 ABCDE Medical

Dispute Details and Contact Information:

Include review and dispute contact information, such as email address and/or phone number

Continue

The covered recipient who initiated the dispute will receive an email notification from the Open
Payments system if the reporting entity takes any action on the record. Also, the covered recipient can
see any records that are undergoing editing by the entity under the “Deleted and In Progress Records”
tab. Records under the “Deleted and In Progress Records” tab will be in either “In Progress” or “Deleted”
statuses. The records “In Progress” will display under the “Available for Review and Dispute” tab once
the entity has re-attested to them.

Section 4.5: Withdrawing Disputes

To withdraw a dispute on a record, follow these steps.

Step 1: On the “Review and Dispute” page, use the filtering tools to help find the records to be
withdrawn, then select the “Search” button. All records available for withdrawing will be under the
“Available for Review and Dispute” tab.

Note: Only records in “Initiated” and/or “Acknowledged” statuses will be available to withdraw.
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Step 2: Select the “Dispute ID” link to view dispute details.

Step 3: Select the “Withdraw Dispute” button. “Withdraw Dispute” page is displayed.

Figure 205: Physician and NPP Review and Dispute Page Withdraw Dispute

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Swilch User Type

My Profile Resources

Review and Dispute - TOM SMITH

Back

Below s e st of all payment records in which the physician 1s a covered recignent or principal invesbgator that are elgidbie for review and dspute this calendar year
» Read More

Physician Records

Program Year: Entty Making Payment: Order By:
2 Ploase Select ~ Ploasa Select ~
v
Record 1D Dispute 10
Maioman 30 dhoit Maximem 38 dioit
Payment Category: Aftirmed (Yes/MNo): Reported As:

General Payments Yes Recpient

Rosearch Payments No Principai Investigator

Oararshp of Investmant intarest

Search Clear AN
Showing Results for:
Ay
Available for Review and Dispute Deieted and In Progress Records
* Download Zip File
Showing 10 | of 142 Entres Pagetofts | we = Page 1 v

Record ID 672652 Disputed (1)
Entity Making Payment Program Year Record Status
ABCDE Medical 2018 Altested
Record 1D Affirmed Payment Category
B2 No General Payments.
Total Payment Amount Value of Interest Delay in Publication of Research Payment indicator
$5.48595 N Na
Date of Payment Principal Invesbgators Associated Listed a3 Pl Only
20180218 N NA

Dispute Record

* Dispute ID 1001219 (initiated)

Dispute Detaiis and Contact Information
Th INfOrManon is ncomest

«d Initiated on 2018-09-13 by TOM SMTH

&

' &

o 2 e

Date of Paymaent Prncipal Invesbgators Associated Listed as P1 Only
2017-12-31 No No
Affirm Record Dispute Record
Showing 10 v of 142 Entries Pagetolts &= & Page 1 Vv
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Step 4: Review the information on the “Withdraw Dispute” page and select the “Withdraw Dispute”

button.

Figure 206: Withdraw Dispute Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

{a} % S = ©

Resources

Review and Dispute My Profile Messages

Withdraw Dispute

TOM SMITH - 2018

Back
Select "Withdraw Dispute” to confirm the withdrawal of the selected dispute. Once the dispute is withdrawn, the status of the dispute will be displayed
as "Withdrawn_"

To return to the previous page, select "Cancel”

For more information about the review and dispute process, refer 1o the Open Payments User Guide [PDF, 28.8 MB]
You are withdrawing the following dispute:
Dispute ID Record  Date of Amount Entity Maki Review and Disp Record Date Dispute
D Payment ($) Payment Status Status Initiated
1001220 672652  2018-02-18 §548595 ABCDE Medical Intated Allested 2018-09-13
Cancel Withdraw Dispute
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Step 5: A confirmation message is displayed that the dispute has been successfully withdrawn.

Note: Once a dispute has been withdrawn, the “Withdraw Dispute” button will be unavailable for
selection.

Figure 207: Physician and NPP Review and Dispute Confirmation Page

Open Payments (Sunshine Act)

Physician of Nen-Physician Practilioner Switch User Type

al ¥} @ E2 ®

Horme Reivw and Dispane My Profile Measages. Rescunces

Review and Dispute -

[ Cortemation

* You have nuccesstully withorawn Denpte 10 1001129, An email Bas been sent 1o NoSfy the reporting sesty
T

Peizw 13 the 3! of i D TIRTE Condy M whach (e Dh LN 1) 3 COwRred T gt o STl eveyagaioe Tt e stgites bor e aod gagate e ¢ sencar vea
« Ruead More

Physician Records

Progras Year Entty Making Paymest: Orser By:

Plaase Select ~ Faane Select v

Record I0: Orspute 1D
Payment Category. Afamed (Yes o) Meported As;
Carerat Pararm es Flog grart
Haseareh Fagpreets ™ Prorc g 1 cestguten
Canente o i matmact rheesl
Search  Cloas AN
Showing Results for:
(an
Avanabie 167 Review and Depate Culeted and in Progress Records
&, Downicsa 2ip File
Showng 10 V| o 102 Enmes pagetorrs [R1E0 Pagelt v
Record ID 672662 Disputed (2)
Entmy Maning Pagment Program Yesr Recorg $eatus
ABLDE Mad<s 2018 Ao
Recors ID Amrmes Payrant Cavegory
~o sererm P e
Toas Paymens Amount Vaiue of interest Delay In PLsiicauen of ARsearch Payment InDCater
35 48595 NA N
Date of Payment PANCIRA IV eABRIGN ALSOtisted Listed a3 P Only
20160210 Nk A
Alen Hecord Dinprate Hocord

of Inimiated on 201805 13

) Witharmn on 20150513 by TOM SMTH

rl-f-f-f-&w-«f-’-lflt(flf’flrll/flr“lr

Entey Mating Payment Program Year Recorg fuatus
ABCDE Medcs o7 Aresied
Recond 1D Amrmes Paytant Camgony
’ [ Brsesch Py ety
Total Payment Amount Value of interest Delay in Pusiication of Research Paymest Inscator
15 A Yes
Date of Payment PGB v esUEIOn ALSotiswd Physician Listed a3 #1 Onty
2011121 [ ™
Alten Hecod Disprate Hocord
Showing 10 v of 143 Fuiries pagatorts [0 IR0 paget v
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Section 4.6: Exporting Data

Users can download records associated with them by selecting the “Download Zip File” link on the
“Available for Review and Dispute tab of the “Review and Dispute” page.

Records are exported into a pipe (“|”) delimited CSV format, compressed into a ZIP file. It will contain all
data fields displayed in the table and other data elements related to the dispute, including the status of
each record’s dispute(s), if applicable.

Downloaded data files cannot exceed the acceptable limit of 20,000 records. If your record volume

exceeds the record limit, apply filtering criteria to create smaller subsets of records and download them
in multiple files.
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Figure 208: Physician and NPP Review and Dispute Page

Open Payments (Sunshine Act)

Physician or Non-Physician Practitioner Switch User Type

Home Review and Dispute My Profile Messages Resources

Review and Dispute - Tom Smith

Back
Below Is the list of all payment records in which the non-physician pracitioner or physician s a covered feciplent or principal Investigator that are eligible for review

and dispute this calendar year.
» Read More

Covered Recipient Records

Program Year: Entity Making Payment: Order By:
2021 Please Select v Please Select v
2020
2019
2018 -
Review and Dispute Status: Record ID: Dispute ID:
Maximum 38 digits Maximum 38 digits
Initated
Acknowledged
Resolved No Change
Withdrawn
Resolved s
Payment Category: Affirmed (Yes/No): Reported As:
O General Payments O Yes O Recipient
O Research Payments. O No O Principal Investigator

) Owmership or Investment Interest

Search  Clear All

Showing Results for:
[an

Available for Review and Dispute Deleted and In Progress Records

_J- Download Zip File

Showing |10 v of32Entries Pagetora o] vi| Pagel 1 v

Record ID 71158271

Entity Making Payment  Program Year Record Status

ABCDE Medical 2018 Attested

Record ID Affirmed Payment Category

71158271 No Research Payments

Total Payment Amount  Value of Interest Delay in Publication of Research Payment Indicator
$7.22 NIA No

Date of Payment Principal Investigators Associated  Listed as Pl Only

2018-12-31 Yes No

Affirm Record Dispute Record

Record ID 73770083

Entity Making Payment  Program Year Record Status
ABCDE Medical 2018 Attested
Record ID Affirmed Payment Category
73770083 No Research Payments
Total Payment Amount  Value of Interest Delay in Publication of Research Payment Indicator
$7.22 NIA No
Date of Payment Principal Investigators Associated  Listed as Pl Only
2018-12-31 Yes No
Affirm Record Dispute Record
Showing |10 v of 32Entries Pagetor4 |w | wi| Page 1 v

Chapter 5: Messages and Utilities

This chapter on Messages and Utilities provides detailed information on how to navigate and use the
Message and Utilities Tabs.

This chapter is divided into the following sections:

e Messages Tab contains information on how to search for system generated email messages
received by the covered recipient physician or teaching hospital in the past 12 months.
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e Utilities Tab contains information on how teaching hospitals can use utilities to look up
information in the Open Payments system. This functionality is only accessible by teaching
hospital users.

Section 5.1: Messages

As a Covered Recipient user, you can view system generated messages sent to you within the past 12
months.

A system generated email is an email generated by the Open Payments System in response to any action
performed in the Open Payments system. For example, during the registration process, once a covered
recipient registers on the CMS Open Payments system, an email is sent out to the covered recipient
confirming registration. This is a system generated email that is able to be viewed on the “Messages”
tab.

The “Messages” tab is accessible from the CMS Open Payments home screen banner on the CMS Open
Payments home page. Once you are redirected to the “Messages” tab from the CMS Open Payments
home page, you can view the following searchable fields: (1) Teaching Hospital or Physician or NPP
Name, (2) Record ID, (3) Payment Category, and (4) Message Category. All these fields are optional to
refine your search.
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5.1a: Instructions for searching messages
Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials,
navigate to the Open Payments home page, and select the “Messages” tab.

Figure 209: Open Payments Landing Page for Returning Users

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

fa} i ® & ) ©)

Manage Teaching

Home Review and Dispute Hospitals

My Profile Utilities Messages Resources

Access the Cpen Payments
User Guide [PDF]

Welcome to the Open Payments System

MNeed help with the website?

Announcements Contact Us by email

Program Year 2018 Review and Dispute Period Open -

The Review and Dispute period is open starting April 1, 2019. During this period, reporting entities
may receive disputes from covered recipients and should work with them directly to resolve the
disputes. Physicians and teaching hospitals may review data about them and initiate disputes until
IMay 15, 2019. After that, reporting entities have an additional 15-day correction period to make
corrections to disputed data as needed. Records with unresolved disputes at the end of the
correction period will be identified in the published data as disputed. Changes to records after the
correction period will be included in future data publications.

Review the Open Payments
Privacy Policy [FDF]

D v

Visit the Open Payments website at hitps://iwww.cms_gov/openpayments for information. For
questions, contact the Open Payments Help Desk by email at openpayments@cms.hhs.gov or by
phone at 1-855-326-8366. For the TTY line, call 1-344-6543-2766.

You can manage your user profile and perform the actions associated with your profile.

According to the Paperwork Reduction Act of 1985, no persens are required to respond to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reports Clearance Officer, Baltimore, Maryland 21244-1850.

Step 2: You will be brought to the "Messages” page.
Step 3: You can search results based on the following search criteria:

e Teaching Hospital or Physician or NPP Name
e Record ID (only applicable for Message Category of “Review and Dispute”)
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e Message Category
e Payment Category (only applicable for Message Category of “Review and Dispute”)

Note: Selecting the “Search” button without selecting any search criteria, the Open Payments
application searches on pre-populated value for the “Teaching Hospital or Covered Recipient
Name” field. Selecting the “Clear All” button will remove all filter selection.

Step 4: Select the “Search” button to initiate the search. After selecting the “Search” button, a data
table with the list of messages will display. This list of messages is sorted from newest to oldest. You will
see an expandable row section that displays more details about all messages.

Figure 210: Messages Page

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

G} B ® & ®

Manage Teaching

Hospitals My Profile Utilities Resources

Home Review and Dispute

Messages

The table below provides information on the system generated email messages received by the covered recipient teaching hospital.
Search and filkering tools above the table can customize the view of the messages displayed.

For more information on the actions you can take on this page, refer to the Open Payments User Guide for Covered Recipients [PDF] .

Teaching Hospital Name: Record ID: Payment Category:
Maximum 35 digits
ABCDE Medical Hospital [v| General Payments  [v|

Message Category:

Registration

Review and Dispute
MNomination

Neomination Reminder
UserfMomination Deactivation

Step 5: Select the expandable arrow next to the message you wish to view. You will see an expandable
view of the data pertaining to the message. You will also see a “View Full Message” button to view the

full text of the message.
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Figure 211: Messages Page Search Results

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

Gl ® & B3 ©

Manage Teaching
Home Review and Dispute Hospitals Utilities Messages Resources

Messages

The table below provides information on the system generated email messages received by the covered recipient teaching hospital.
Search and filtering tools above the table can customize the view of the messages displayed.

For more infarmation on the actions you can take on this page, refer to the Open Payments User Guide for Coversd Recipients [POF] .

Teaching Hospital Name: Record 1D: Payment Category:
Maximum 38 digits

ABCDE Medical Hospital

Meszsage Category:

Registration

Review and Dispute
Momination

Momination Remindsr
UserMomination Deactivation

Search Clear All

Showing Results for:
Teaching Hospital Name: ABCDE Medical Hospital

Showing | 10 of 3 Entries Page 10f 1 Page 1
DatefTi
Message Category Message Subject Recipient Role{s) Payment Category e _ ime
Received
P - - L . . 06/14/2019
Eﬂurmmtlon Open Payments System Notification of Self-Nomination Authorized Official NIA Jp—
This email is to inform you that the individual listed below has requested a user role in your reporting entity in the Open Payments system. ~

- Reporting entity registration ID: 100000100081
- Reporting entity name:  ABCDE Medical Hospital o
- First and last name of the user requesting the role:

View Full Mezsage

Showing | 10 of 3 Entries Page 1 of 1 Page 1/v|
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Step 6: Select the “View Full Message” to view the text of the message. You will see a pop-up window
that displays the text.

Figure 212: View Full Message Pop-out

The table below provides information on the system generated email messages received by the covered recipient teaching hospital.

Open Payments System Notification of Self-Nomination ===

This email is to inform you that the individual listed below has requested a user role in your reporting entity in the Open Payments system.

- Reporting entity registration ID- 1000001000581

- Reporting entity name: ABCDE Medical Hospital
- First and last name of the user requesting the rcle:
- Role(s) requested: Authorized Official

To approve the request, you can go through the following steps in the Open Payments system:

Access the CMS Enterprise portal at hitps:/fportal.cms.gov.

Log in by entering your user name and password.

Click on "Open Payments."

Click on "Manage Roles.”

Review information, confirm the role of the nominee and continue with approval.

ok Lo ko

If you hawe any guestions or concemns, contact the Open Payments Help Desk by email at cpenpayments{@cms. hhs.gov or by telephone at 855-325-
8366, For more information about the program, visit the Open Payments website st hitps./fwww.cms_goviopenpayments.

Do not reply to this automatically generated email.

Close

_ i _ LIETe | Ime
Meszage Category Message Subject Recipient Role(s) Payment Category _
Received
o - - o ) ) 06/14/2019
w Momination Open Payments System Motification of Self-Nomination Authorized Official NiA 12416

Section 5.2: Utilities

Teaching Hospital users have the ability to look up Physician's Open Payments Profile IDs that
correspond to the National Provider Identifier for that physician.

5.2b: Instructions for Teaching Hospital Utility

Step 1: Log in to the CMS Enterprise Portal at https://portal.cms.gov using your IDM credentials,
navigate to the Open Payments home page, and select the “Utilities” tab.
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Figure 213: Open Payments Landing Page For Returning Teaching Hospital Users

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

fat

2

Manage Teaching
Hospitals

&

Utilities

)

Messages

©)

Home Review and Dispute My Profile Resources.

Access the Cpen Payments
User Guide [PDF]

Welcome to the Open Payments System

Need help with the website?

Announcements

Program Year 2018 Review and Dispute Period Open -
The Review and Dispute period is open starting April 1, 2019. During this period, reporting entities

Contact Us by email

Review the Open Payments
Privacy Policy [FDF]

may receive disputes from covered recipients and should work with them directly to resolve the
disputes. Physicians and teaching hospitals may review data about them and initiate disputes until
May 15, 2019. After that, reperting entities have an additional 15-day correction period to make
corrections to disputed data as needed. Records with unresolved disputes at the end of the
correction period will be identified in the published data as disputed. Changes to records after the
cormection period will be included in future data publications.

Visit the Open Payments website at hitps://www.cms_gov/openpayments for information. For
questions, contact the Open Payments Help Desk by email at openpayments@cms.hhs.gov or by
phone at 1-855-326-8366. For the TTY line, call 1-844-6543-2766.

You can manage your user profile and perform the actions associated with your profile.

According to the Paperwork Reduction Act of 1995, no persens are required to respend to a
collection of information unless it displays a valid OMB control number. The OMB control number
for this information collection is 0938-1237. The time required to complete this information
collection can range from 1 to 30,000 hours per entity depending on the size and type of
organization. This information collection may involve registration, data submission, attestation,
dispute and dispute resolution processes. If you have any comments concerning the accuracy of
the time estimate(s) or suggestions for improving this form, please write to CMS, 7500 Security
Boulevard, Attn: PRA Reporis Clearance Officer, Baltimore, Maryland 21244-1850.
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Step 2: You will be brought to the "Utilities” page.

Step 3: On the Utilities page, download and fill out the "Physician's_Profile_ID Lookup_ Template.csv"
via the link on the page to prepare your input file, into a pipe (“|”) delimited CSV. The file cannot exceed
the acceptable limit of 20,000 rows. The Header in the file must be valid (includes only PHYSICIAN_NPI)
and the file should be virus free. Then select the “NPI Upload” button to navigate to the next page.

Figure 214: Utilities Page

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

Gt Y & = ®

Manage Teaching
Hospitals My Profile Utilities Messages Resources

Home Review and Dispute

Access the Open Payments
Utilities User Guide [PDF]
Teaching Hospitals can use Utilities to look up information in the Open Payments System. Meed help with the website?
Contact Us by email

Physician's Profile ID Lookup Uli”t}' Review the Open Paymenis
Privacy Policy [PDOF]

- IR N

To look up Physician's Open Payments Profile IDs comesponding to the MNational Provider Identifier
for a physician, select the "NPI Upload" button. Ensure to download the

"Physician’s_Profile_ID_Lookup_Template ¢sv" to prepare your input file.

NP1 Upload
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Step 4: Select the “Choose File” button to select the completed input file.
Step 5: Select the “Upload File” button.

Figure 215: Physician's Profile ID Lookup Utility Page

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

Gt B S & ) ®

Manage Teaching
Home Review and Dispute Hospitals My Profile Utilities Messages Resources

. .y . 1; Download the Physician's
Physician's Profile ID Lookup Utility Profile ID Lookup Template
A field with an asterisk (*) is required. Physician's Profile 1D Lookup Template csv

To submit your file(s), follow the steps identified below.
Pricr to uploading a file, ensure the following:

1. File(s) is only in .csv format.

2. The Header in the file is valid (Includes Only PHYSICIAN_NPI)
3. File(s) does not contain any Virus.

4. File(s) for upload does not exceed 20,000 rows.

To upload a file, follow the steps identified below.

1. Choose your file from your computer by selecting the browse/choose file.
2. Select the "Upload File" button to start the upload process.

Once the file upload is successfully completed, the file will be available to download as a hyperlink.
The download link will be available only during the single session in which the file upload is
completed and until the user logs off the session or new file is uploaded while user logged in.

*File:

\/ ialid .csv file.
Choose File |[No file chosen
Upload File

Back
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Step 6: You will see the results section that displays a downloadable link to the results at the bottom of
the page. Select the results link to view more information about the physician’s profile ID. The result link
is available until you upload another file or log out of the Open Payments system.

Figure 216: Physician's Profile ID Lookup Utility Page Results File

Open Payments (Sunshine Act)

Teaching Hospital Switch User Type

1A 2 ® i B3 ®

Manage Teaching
Home Review and Dispute Hospitals My Profile Utilities Messages Resources

Physician's Profile ID Lookup Utility E%gimgd Ltgskl:?)y%tr:maste

A field with an asterisk () is required.
Ehysician's Profile ID |Lookup Template.csv

To submit your file(s), follow the steps identified below.
Prior to uploading a file, ensure the following:

1. File(s) is only in csv format.

2. The Header in the file is valid (Includes Only PHYSICIAN_NPI)
3. File(s) does not contain any Virus.

4. File(s) for upload does not exceed 20,000 rows.

To upload a file, follow the steps identified below.

1. Cheose your file from your computer by selecting the browse/choose file.
2. Select the "Upload File” button to start the upload process

Once the file upload is successfully completed, the file will be available to download as a hyperlink.
The download link will be available only during the single session in which the file upload is
completed and until the user logs off the session or new file is uploaded while user logged in.

*File:
Must be a valid _csv file.

Choose File | No file chosen

Upload File

Physician's Profile ID Result File Download

Physicians_Profile_ID_Lookup_sample_Resultcsv —

Back
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Appendix A: Glossary of Terms for Open Payments

Note: The text of the Open Payments Final Rule (42 C.F.R. § 403.902) is available at
https://www.cms.gov/OpenPayments/Downloads/Affordable-Care-Act-Section-6002-Final-Rule.pdf.

Applicable Manufacturer:

Applicable manufacturers are entities that operate in the United States and (1) are engaged in
the production, preparation, propagation, compounding, or conversion of a covered drug,
device, biological, or medical supply, but not if such covered drug, device, biological, or medical
supply is solely for use by or within the entity itself or by the entity's own patients (this
definition does not include distributors or wholesalers (including, but not limited to, re-
packagers, re-labelers, and kit assemblers) that do not hold title to any covered drug, device,
biological, or medical supply); or (2) are entities under common ownership with an entity
described in part (1) of this definition, which provides assistance or support to such entities
concerning the production, preparation, propagation, compounding, conversion, marketing,
promotion, sale, or distribution of a covered drug, device, biological, or medical supply. (See 42
C.F.R. §403.902)

Applicable Group Purchasing Organization (GPO):

Applicable group purchasing organizations (GPOs) are entities that operate in the United States
and purchase, arrange for, or negotiate the purchase of covered drugs, devices, biologicals, or
medical supplies for a group of individuals or entities, but not solely for use by the entity itself.
(See 42 C.F.R. § 403.902)

Assistance or Support:

Assistance or support means to provide a service or services needed to produce, prepare,
propagate, compound, convert, market, promote, sell, or distribute a covered drug, device,
biological, or medical supply. (See 42 C.F.R. § 403.902)

Biologicals:

For the purpose of Open Payments, biologicals are defined as in Section 1927(k)(2)(B) of the
Social Security Act, which includes a cross-reference to licensure under Section 351 of the Public
Health Service Act (“PHS Act”).

Common Ownership:

Common ownership is when the same individual, individuals, entity, or entities directly or
indirectly own five percent or more of two entities. This includes, but is not limited to, parent

corporations, direct and indirect subsidiaries, and brother or sister corporations. (See 42 C.F.R. §
403.902)
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Consolidated Report:

A consolidated report is a report filed by an applicable manufacturer, which includes payments
or other transfers of value to covered recipients, physician owners or investment interests for
the applicable manufacturer filing and applicable manufacturers under common ownership.
(See 42 C.F.R. § 403.908(d))

Covered Recipients:

Covered recipients are any physicians (see Physicians for an extensive explanation of how Open
Payments defines this group) who are not employees of the applicable manufacturer that is
reporting the payment; or NPPs (see NPPs for an extensive explanation of how Open Payments
defines this group) who are not employees of the applicable manufacturer that is reporting the
payment; or teaching hospitals that receive payment for Medicare direct graduate medical
education (GME), inpatient prospective payment system (IPPS) indirect medical education (IME),
or psychiatric hospital IME programs during the last calendar year for which such information is
available. (See 42 C.F.R. § 403.902)

General Payments:

Payments or other transfers of value not made in connection with a research agreement or
research protocol as required in Open Payments.

Non-Covered Recipient Entity:

Non-covered recipient entities are entities that do not meet the Open Payments definition of a
covered recipient (see 42 C.F.R. § 403.902). Non-covered recipient entities may include non-
teaching hospitals or clinics. A payment or other transfer of value to a non-covered recipient
entity is reportable if it is a research payment with at least one associated covered recipient

principal investigator.
Non-Covered Recipient Individual:

Non-covered recipient individuals are individuals who do not meet the Open Payments
definition of a covered recipient (see 42 C.F.R. § 403.902). Non-covered recipient individuals
may include non-physician employees of a teaching hospital or physician-owned practice. A
payment or other transfer of value to a non-covered recipient individual is reportable if it is a
research payment with at least one associated covered recipient principal investigator.

Non-Physician Practitioners:

The Open Payments program expanded the definition of covered recipients to include the
following NPPs:

e  Physician Assistant (PA): an individual who performs such services as such individual is
legally authorized to perform (in the State in which the individual performs such
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services) in accordance with State law (or the State regulatory mechanism provided by
State law), and who meets such training, education, and experience requirements (or
any combination thereof) as the Secretary may prescribe in regulations.

Nurse Practitioner (NP): an individual who performs such services as such individual is
legally authorized to perform (in the State in which the individual performs such
services) in accordance with State law (or the State regulatory mechanism provided by
State law), and who meets such training, education, and experience requirements (or
any combination thereof) as the Secretary may prescribe in regulations.

Clinical Nurse Specialist (CNS): an individual who is a registered nurse and is licensed to
practice nursing in the State in which the clinical nurse specialist services are performed;
and holds a master's degree in a defined clinical area of nursing from an accredited
educational institution.

Certified Registered Nurse Anesthetist (CRNA)/Anesthesiologist Assistant (AA): a
certified registered nurse anesthetist licensed by the State who meets such education,
training, and other requirements relating to anesthesia services and related care as the
Secretary may prescribe. In prescribing such requirements the Secretary may use the
same requirements as those established by a national organization for the certification
of nurse anesthetists.

Certified Nurse-Midwife (CNM): a registered nurse who has successfully completed a
program of study and clinical experience meeting guidelines prescribed by the
Secretary, or has been certified by an organization recognized by the Secretary

Open Payments:

Open Payments is a national transparency program which requires:

Physicians:

Applicable manufacturers of covered drugs, devices, biologicals, or medical supplies to
report information about payments or other transfers of value to physicians, NPPs, and
teaching hospitals to CMS every year.

Applicable manufacturers and applicable group purchasing organizations (GPOs) to
report information about ownership and investment interests held by physicians or their
immediate family members to CMS every year.

Applicable GPOs to report information about payments or other transfers of value made
to physicians owners and investment interests to CMS every year.

For the purposes of Open Payments, physicians are defined as doctors of medicine or
osteopathy practicing medicine or surgery, doctors of dental medicine or dental surgery
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practicing dentistry, doctors of podiatric medicine, doctors of optometry, or chiropractors, all
legally authorized to practice by their state.

Physician Owners or Investors:

Physicians who have an ownership or investment interests in an applicable manufacturer or
applicable group purchasing organization. Applicable manufacturers and applicable group
purchasing organizations are required to report ownership or investment interests held by a
physician or a physician’s immediate family member in an applicable manufacturer or applicable
group purchasing organization.

Research Payments:

Payments or other transfers of value made in connection with a research agreement or research
protocol as required in Open Payments.

Special Characters:

Characters that are neither letters nor numbers. Special characters include punctuation, spaces,
and other non-alphanumeric symbols.

Special characters are required in registration fields where appropriate. For example, the "@"
symbol and the period are required in email address fields, while dashes are required in
telephone number fields.

Data elements of submitted records may contain only the special characters allowed per the
“Submission Data Mapping Document,” which is found on the Resources page of the Open
Payments website at https://www.cms.gov/OpenPayments/Resources. Note that there are
multiple versions of the Submission Data Mapping Document based on program year. Consult
the Submission Data Mapping Document for the program year of your records.

Free text fields allow all special characters on a standard U.S. keyboard, excepting
ALT+NUMPAD ASCII Key characters. Below are the special characters allowed in free text fields.

Figure 217: Special Characters Allowed in Free-Text Fields

Special Character Description

+ Plus sign
& Ampersand

' Apostrophe

* Asterisk
@ At sign

\ Backslash

A Caret

Colon
, Comma
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Special Character

Description

s

Dollar sign

Space

Space character

Equal

Exclamation mark

Forward slash

N — 1l

Grave accent

A\

Greater than

Minus sign/hyphen

Left parenthesis

Left curly brackets

Left square brackets

Less than

Percent

Period

Pound

Question mark

Quotation marks

Right parenthesis

Right curly brackets

Right square brackets

Semi-colon

Pipe

Tilde

Plus sign

Characters used in foreign languages that are not used in English must be converted to English
characters to be acceptable to the Open Payments system. Refer to the conversion table below.

Figure 218: Conversions for Foreign Language Characters

Foreign Character Convert to English
Character
A A
A A
A A
A A
A A
A A
E E
E E
E E
E E
i |
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Foreign Character Convert to English
Character
i |
| |
I I
0 0
@) 0]
0 0
0 O
O O
J @]
U U
U U
U] U
U U

Teaching Hospital:

Teaching hospitals are hospitals that receive payment for Medicare direct graduate medical
education (GME), IPPS indirect medical education (IME), or psychiatric hospital IME programs
during the last calendar year for which such information is available. (See 42 C.F.R. § 403.902).
The full list of affected teaching hospitals can be found on the Resources page of the Open
Payments website at https://www.cms.gov/OpenPayments/Resources.
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Disclosure

Disclaimer: The contents of this document do not have the force and effect of law and are not
meant to bind the public in any way unless specifically incorporated into a contract. This
document is intended only to provide clarity to the public regarding existing requirements under
the law.

Activities/persons addressed by this document: Guidance for physicians, NPPs, and teaching
hospitals on Open Payments, including how to register, and review, and dispute attributed data.

Date of document issuance: January 2024
Replacement / Revision Status: Revision to previous versions

Agency ldentifier: CPI DASG/CPI DTP/DASG/CPI 3632

Summary of Document: A one-stop-shop resource to help physicians, NPPs, and teaching
hospitals understand in detail how the Open Payments system works.

Citation to statutory provision/regulation applicable to this document:
o Statute citation: Social Security Act SEC. 1128G. [42 U.S.C. 1320a-7h]
o Rule citation: 42 C.F.R. §403.900-14
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