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csHPMS Memos/CCM®

HPMS Memos

The CodySoft® HPMS Memo Module™ allow health plans to streamline the review, organization, and
response to communications from CMS. Cody’s internal compliance team manages the input and
updates of all standard HPMS memos in the database; the HPMS Memo Module™ notifies clients’ teams
on a daily basis of any new standard HPMS memo entries. CodySoft® HPMS Memos/Compliance
Correspondence Module (CCM) is a full tracking and workflow application for importing, indexing,
searching, and maintaining and acting on memos received from HPMS and other Compliance
correspondence.

The health plan’s compliance department uploads plan-specific HPMS memos to the client’s database
and publishes these additions to the client’s library. When action is required, authorized users can assign
responsible parties, establish due dates and update and track required responses. If a plan is unable to
complete required actions by the CMS due date, built-in escalation processes can be launched to notify
the compliance department and other key stakeholders.

Compliance Correspondence

The CodySoft® Compliance Correspondence Module™ is a workflow management tool designed to
capture and organize incoming regulatory correspondence, distribute these materials to the appropriate
departments and individuals, and track required actions to ensure understanding and compliance. Each
health plan’s compliance department will upload incoming correspondence to the client’s database and
route the correspondence accordingly.

HPMS Memos and Compliance Correspondence

e HPMS Memos is a type of Compliance Correspondence (CCM). HPMS Memos are a separate
module because there are more HPMS Memos than any other correspondence type. Also, most
Compliance correspondences are private and only for compliance. HPMS Memos are different.
Typically, they are public knowledge for the whole organization. Here’s how the licensing of the
modules works:

o If you have a CCM license only, there is no option for HPMS Memo in the compliance
type dropdown list.

o If you have a HPMS license only, then there is no dropdown list dropdown to choose a
compliance type. All items are HPMS memos.

o If you have a license for both modules both —there is an option to add HPMS Memos in
the compliance type dropdown list, and separate tabs for viewing and handling HPMS
Memos and Compliance Correspondence (CCM.

NOTE: These two modules do not differ in any other way. Depending on your user roles and
responsibilities, you may have access to just the csHPMS Memos module, the Compliance
Correspondence (CCM) module, or both. This user guide documents the screens for a user who has
access to both modules.

Accessibility
After you are added as a user in the csHPMS Module®, a temporary password is emailed to you for your
initial login to the system.
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Logging in for the first time
CodySoft® sends you a confirmation email when you are first added to the list of registered users at the
start of a project.

1.

7.

o vk w N

From the confirmation email, click the link to confirm your email address. When you log in for
the first time, you are prompted to create a new password.

In the New Password field, enter a new password

In the Confirm New Password field, enter the new password again.
Click Submit. The login screen displays.

Enter your user name and password

Click Login

Click Launch csHPMS to begin working in that module

Changing your password (existing users)

Click your User Name on the upper right side of the screen. The Edit Profile screen appears.

Click Reset Password to change your password. An email is sent to the email address you use
for your Cody account.

From the email you receive, click the link to confirm your email address:

[CodySoft] Confirm Email Request

server@codysoft.net
To  Stephen Billias

This message is to confirm your email address with CodySoft.

Username: shillias@codyconsulting.com
Email: shillias@codyconsulting.com

Please click here to confirm your email address:

https://login.codysoft.com/identity/user/verifyemail/B7DVEM2BENSRAPEKxd npxow

If this was in error or not requested then click to cancel the request:

https://login.codysoft.com/fidentity/user/verifyemail/B7DVkM2BNSRAPEKxd npxw

Thanks!

In the New Password field, enter a new password

In the Confirm New Password field, enter the new password again

6. Click Submit. The login screen displays.
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7. Enter your user name and password
8. Click Login
9. Click Launch csHPMS to begin working in that module

Main Dashboard
When you launch csHPMS Memos/CCM®, you are presented with the main dashboard, which consists of
two screen areas:

Statistics
o2 W .+ =@
s o P e Dashboard Help
| csHPMS/CCM [Qashboard
Qi ||
Bl Reporting Start date  04/07/2020 B Enddate O7/07/2020 =]
& Achives o
Regulat é =
egulatory H
o Analyzer 2
FE
o Admin z

Koama Cony Balden Cauray Singhal

M Dan B Open [ usiness Complere B Closed

[ T i
Atila Kozma ]
Cory Belden 0 1 0 -
Gaurav Singhal 1 0 0 -

Dashboard ~
‘ Memos ‘ Comespendences | Actions || My Tasks ‘
Search a

T S RS- T
Memo# [+ [ B3 s Action Type [ v | FE3 Last Updated By v Created By
15713 FW: Transition to New Risk . Oraft Actionable 0707/2020 Attila Kozma 0FA07/2020 Attila Kozma
15683 FW: Availability of 2018 Med Draft Actionable 07/06/2020 Attla Kozma 07/06/2020 Attita Kozma .

Statistics gives you a visual representation of all memos, showing the following information:

1. Who are the memo owners
2. How many memos are in each state in the workflow:

e Draft

e Open

e Business Complete
e C(Closed

See Workflow Statuses for more detail

You can filter by Start Date and End Date to narrow the list of displayed memos, using the calendar
icons.
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Dashboard
The Dashboard is the main work area of the application.

i
Azchivos.
Reguialory
& Saanch ﬂ
Mema £ w | Title Stahus Action Type Applicabls | Last Updated On | Last Upcdaled By | Created On = o
L Admin
B B2 B B ‘B B
-] FW: Coriract et 3031 Monitoring of Por Deaft Agticnable 11032000 lian Yavoreky 132030 Bt Yavoriky
] FI: 20321 MnckcareMecicaid Plan {MMP Dralt Acsonable 11032000 Rtan Yavoreky G020 Brian, Yaworsky
175 FW: Announcement of e Hovember 2 Draft Actionable 1022000 Brian Yavorsky H/G22020 Brian, Yaworsky
a2 W RAPS [y diuetated of the Mivsrvbs 2000 Eninemts Dots Softwse Revwase bpanes | 1 1022000 Brian Yinorsiy TEO22020 Brian Yaworsicy
] FI: Y 2021 Cove Feparting Reguinese Drafl Acnonabie 1029000 Bian Vinvoraky ] Brian Yavotiky
VTR Fil¥, Acheancn boten of MeToociogcsl G Cran Aronatia 1D lirian Yaweanky e Brtan Vavorsicy
] FW: Fall Actuanal Lser Group Ca8 and C Dran Acnonabie 10002 Brian Yaworsky 1362020 Brian Yavorsky
s FW: 2021 Resource and Cost-Shasing Lir Draft Actionabie 10302020 Brian Yavorsky 10302020 Brian, Yavorsky

From the dashboard you can add new memos or other Compliance Correspondence items.

If a column such as Title contains more information than can be displayed, a hover-over provides the
complete information.

To Add a New HPMS memo

1. Click New. The Select Correspondence Type dialogue box displays:

F

Select Correspondence Type

[ HPMS Memo

|

=

-

2. Select HPMS Memo
3. Click OK. The Add New Memo dialogue box displays:

Add Memo

General Information

Memo Titie Memo Title Release Date Release Date

HPMS Format Selectall / Deselectall Action Type | Select an Option

| Select Some Options

From

From To

Description

Description
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The top half of Add New Memo is for General Information.

NOTE: The functionality of the Back button in the HPMS memo module is dependent on which
screen you are on in the module and your user role:

e |[fyou are in an Action, the Back button takes you back to the Memo or Correspondence
e If you are in a Memo or Correspondence, the Back button takes you to the Dashboard
e If you are in a Task, the Back button takes you to the Action related to the task

4. Enter information in the fields below:

Memo Title—Enter the full name of the memo
Release Date—Enter the date the memo was issued
Action type—Select the action type from the dropdown menu:

e Informational—No action required. The organization determines that the memo is
for information only. No actions are added for informational
memos/correspondences. There is no Add Action button. When Action type =
Informational, you can close the memo without doing anything else

e Actionable—The organization that received the memo will be required to make
changes to policies and procedures, documents, or other deliverables. The Add
Action button becomes available and you must add actions to complete the memo.
After you add an action you cannot change the Action Type; this field is greyed out.

HPMS Format—Select the HPMS format from the dropdown menu:

e Email Only
e Email - PDF Memo
e Other Attachments

From—Enter the name of the person or entity that issued the memo

To— Enter the name of the person or entity within the organization to whom the memo is
addressed

Description—Enter a brief description of the memo
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The bottom half of Add New Memo is for Memo Details.

(5| Add Memo

Reguiatory Primary Memo Owner
nalyzer

o agmn Secondary Memo Ovner
Due Date = =

Priarity Lovel

Regulatory Entity

Website/URL T Classification Categorles

5. Enter information in these fields:

Primary Memo Owner—Enter the name of the person in the organization who is the memo

owner.

Secondary Memo Owner—Enter the name of the person in the organization who is
assigned as the secondary memo owner. See User Roles and Responsibilities for additional

information.

Due Date—Enter the CMS-mandated response date by which a response must be
completed

Priority Level—Select the priority level from the dropdown list:
Low
Medium
High
Critical

Regulatory Entity—Select the Regulatory Entity from the list. The values are CMS and State
Agency

Website/URL—Enter the URL where the memo content is located, from the email
Media Type—Select media type(s) to which the memo is applicable

Business Applicable—Select this checkbox if the HPMS Memo applies to their business and
that the memo must be resolved.

CodySoft Referenced Rules—Enter other rules that are referenced in relation to this memo
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Lines of Business—Select one or more lines of business from the dropdown list:
Medicare
Medicaid
Commercial
Plan Contract No—Select the plan contract number(s) from the dropdown list:
Plan Type—Enter the plan types to which the m emo is applicable.

Include in Compliance Committee Agenda— Select the appropriate radio button (Yes or No)
to indicate whether the memo should be an agenda item for the Compliance Committee

Audit Elements—Select one or more common auditable features like Medicare Part C,
Medicare Part D

Classification Categories—Select one or more classification categories from the list.
Classification categories are the Cody-assigned subject areas of the memo, for example,

Annual Call Letter, Bids, or Low-income Subsidy (LIS).
6. Click Add. The new memo is added to your My Memos list.
To Add a New Compliance Correspondence item:

1. Click New. The Select Correspondence Type dialogue box displays:

Select Correspondence Type

Select an Option -
Q
HPMS Memo
A
CMS Sanction Letters
CMS Audit Notices
MEDIC (FWA)

CMS General Correspondence

State Regulatory Correspondence

State Insurance Regulatory Correspondence
State Medicaid Correspondence

BBB and other business agencies

Fadaral and State | aw Fnforcement

2. Select a Correspondence Type (other than HPMS Memo) from the dropdown list
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3. Click OK. The Add New Correspondence dialogue box displays:

Add Correspondence

‘General Information ~
Correspondence Title Conespondence Title Release Date heiase Dats =
Correspondence Type CMS Gontractor Comespondence X ~ Action Type Select an 0
From > To

rom To

Description

Description

The top half of Add New Correspondence is for General Information.
4. Enter information in the fields below:

Correspondence Title—Enter the full name of the memo
Release Date—enter the date the correspondence was issued
Correspondence Type—Enter the correspondence type from the dropdown list
Action type—Select the action type from the dropdown menu:

Informational

Actionable
From—Enter the name of the person or entity that issued the correspondence
To—Enter the name of the person or entity to whom the memo is addressed
Description—Enter a brief description of the correspondence

The bottom half of Add New Correspondence is for Correspondence Details.

Correspondence Details A

‘ Correspondence Details | Altachments

Correspondence Owner Salock s Cption B Lines of Business Select all / Deseleat al

Due Date

Due Date

& Plan Contract No Selectall / Deseled all
Priority Level Medium % »| PlanType Select all / Deselect al
Regulatory Entity Select an v Media Type Selectall / Deselect all

Classification Categories Selectall / Deselect al _ Business Applicable =

5. Enter information in the fields below:

Correspondence Owner— Enter the name of the person in the organization who is the
memo owner.

Due Date—Enter the date by which a response must be completed
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Priority Level—Select the priority level from the dropdown list:
Low
Medium
High
Critical

Regulatory Entity—Select the Regulatory Entity from the list. The values are CMS and State
Agency

Classification Categories— Select one or more classification categories from the list.
Classification categories are the Cody-assigned subject areas of the memo, for example,
Annual Call Letter, Bids, or Low-income Subsidy (LIS).

Lines of Business—Select one or more lines of business from the dropdown list:
Medicare
Medicaid
Commercial
Plan Contract No—Select the plan contract number(s) from the dropdown list:
Plan Type—Enter the plan types to which the correspondence is applicable.
Media Type— Enter the media type(s) to which the correspondence is applicable.

Business Applicable—Select this checkbox if the HPMS Memo applies to their business and
that the memo must be resolved.

6. Click Add. The new memo is added to your My Correspondences list.
Auto-intake of HPMS Memos

CodySoft can set up auto-intake into the csHPMS/CCM module of memos issued by HPMS. This is a
nightly service that brings in all memos issued by HPMS, both those memos that go to all health
plans, and those that are sent to specific plans. The intake populates all required fields, adds any
attachments that come with the memo, and sends a notification email to a default memo owner
specified by the client. The memo owner would then fill out any additional information and start the
process of working the memo. If you decide to have memos brought into the csHPMS/CCM module
automatically, then you would not enter these memos manually, to avoid double entry. If you are
interested in setting up this service, please contact your Cody Consulting account manager.

Memos
The Memos tab of the Dashboard displays the list of all memos. If you are the owner of the memo, then
you have all rights. If you are not the memo owner, you see only tasks assigned to you.
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Dashboard ~

Actions

’ Correspondences { My Tasks I

Search n

m_ Status ‘ Action Type Applicable ‘ Last Updated On Last Updated By Created On Created By n
Memo # n Title n Status n Action Type n r:|n Last Updated By n Created By n

{ Memos

4737 0327 Memo Business Complete Actionable 03/27/2019 Cory Belden 03/27/2019 Cory Belden
4705 HPMS Memo 03222018  Open Actionable 03222019 Cory Belden 03/22/2019 Cory Belden
4673 Memo woridlow test 03212 Open Actionable 03/21/2019 Cory Belden 03/21/2019 Cory Belden

T
You can refine the list using the filter icon . on any column or combinations of columns in the list:

e MemoID

o Title

e Status

e Action Type

e Applicable

e last Updated By
e Created By

Correspondences
The Memos tab of the Dashboard displays the list of all compliance correspondences.

Dashboard
b

Actions.

| Memos Correspondences My Tasks ‘

sea B

Correspondence # v | Titie status Action Type | appiicanie Last Updated on Last Updated By Created On Created By @
p—— S B~ & ] T ] coscos A

6873 0327 Audit Notice: Open Actionable 03/27/2019 Cory Belden 03727/2019 Cory Belden

641 S$BTest31319 Draft Informational 03/13/2019 Stephen Blllias 03/13/2019 Stephen Billias
610 tet Business Complete Informational 03704/2019 Brian Yavorsky 03042019 Brian Yavorsky
609 Test Open Informational > 03/04/2019 Brian Yavorsky 03/04/2019 Brian Yavorsky

T
You can refine the list using the filter icon . on any column or combinations of columns in the list:

e Correspondence #
o Title

e Status

e Action Type

o Applicable

e last Updated By

e (Created By

Actions
The Actions tab displays all actions related to HPMS memos and Compliance Correspondence items.

© Copyright 2020 Cody Consulting Group, Inc. All Rights Reserved. Patent Pending. CodySoft® HPMS-CCM Module Guide V1.0



14

Dashboard

[
‘ Memos

Correspondences H Actions

My Tasks

Search Q|

S T S S S P e o P Ty P TR
]

Parent Type ﬂ Parent# n Action# ﬂ Title Comments B status E Last Updated By Created By .
comespondences 673 4258 0327 Action for Audit  We received this audit! Approved 03/27/2019 Cory Belden 03/27/2019 Cory Belden -
memos 4737 4257 Action Plan 0327 Create Pian Complete 0372772019 Stage Tester 032772019 Gory Belgen -
memos 4131 4225 SBTEST32610 SBTESTA2610 Open 03/26/2019 Stephen Billas 03/26/2010 Stephen Billias -
memos. 4705 4193 Create 2 tasks Comment Approved 03/22/2019 Cory Belden 03/22/2019 Cory Belden -

T
You can refine the list using the filter icon . on any column or combinations of columns in the list:

e Parent Type

e ParentID

e ActionID

e Title

o Comments

e Status

e last Updated By
e C(Created By

Action Statuses
Actions have a different set of statuses from the memo. There are four action statuses:

e Draft—when the action is first created, it is in Draft status
e Pending Approval—When all action data has been filled in, the Business Owner submits the
action for approval and the action status moves to Pending Approval. Emails are sent to
approvers to approve the actions on the memo.
e Approved—When actions are approved, the action moves to approved status and assigned task
owners can begin their tasks.
e Complete—when the action has been completed, the action moves to Complete status
Note: If an action is rejected by a reviewer, the status returns to Draft.
My Tasks
The My Tasks tab displays all tasks assigned to you for HPMS memos and Compliance Correspondence
items, sorted by most recent items first.

My Dashboard A

{ My Memos { My Correspondences. l { My Actions. { My Tasks

Search
N N N T )
Task Id Name n Description n Start Date n Due Date n Status n.
HPMS memos.833.1090 Test Open Test open 10/03/2016 10/14/2016 Pending -
HPMS.memos.1123.1125 Test 10-3-16 Test 10-3-16 1071472016 1072172016 Pending -

T
You can refine the list using the filter icon . on any column or combinations of columns in the list:
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e Taskld

e Name

e Description
e Start Date
e Due Date

e Status

Click the Task Id to access the Task Information screen:

1] \ -
= Dashboard Help
Edit Task "Review Conference Invite" (In Process)
§: Dashboard Task Information 7
B Reporting Task Name: Review Carference Imite [ZF5  Assigned To Stephen Billias
- Archives Planned Start Date 2019-04-16 Planned Due Date 2019-04-16
u  Reguatory Planned Hours 05 Actual Hours 0
Analyzer
Progress %
£ Admin
Description

Review conference invite:

Select al / Deselect al

Depends On

You can update the person to whom the memo is assigned, and update the Task Name, Description and
Dependencies on this screen.

Updating Task Progress
When you are assigned a task, you can update your progress on the task.

1. From My Dashboard, click My Tasks
2. Click the Task Id of the task you want to update
3. Click Update Progress

Edit Task "Test task assignment 11-16" (In Process)

Task Name Test task assignment 11-16 Assigned To Stephen Billias
Planned Start Date P — &  PlannedDue Date B — o
Planned Hours 1 Actual Hours 0
Progress
Description

Test task assignment 11-16

Depends On
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The Update Task Progress dialog box displays.

Update Task Progress
Actual Hours
0 =

Progress

30%

4. Enter the Actual Hours

5. Use the slider bar to set the percentage complete. To mark the task as complete, slide the bar all
the way to the right to set the progress as 100% complete.

6. Click Update

HPMS Memo Workflow
Each memo entered into the csHPMS/CCM database passes through several statuses in a workflow
designed to track actions taken on the memo. These workflow statuses are displayed on the Dashboard.

Workflow Statuses
Each item in Memos or Correspondence is in one of the following statuses in the workflow:

e Draft—When a memo is created it is automatically set to Draft status. While a memo is in
Draft status, you can Cancel it. Cancelled memos go to the Archives tab automatically and
immediately.

e Open—When you create actions and assign tasks on a memo and click Open, the memo
status changes to Open and the memo can be worked by the business owner to whom it is
assigned. The actions have a due date that is tied to the Response date, and notifications are
sent if the action is not taken by the due date.

e Business Complete—If all actions are completed before the due date and all tasks closed
and all actions finalized, then the status moves to Business Complete.

o Closed—When you have completed a memo you can move the memo to Closed and add the
date on which the memo was closed. Closed memos remain in the list and do not move to
Archives.

Add New Action
To initiate the workflow and move the item from Draft stage, you create actions. To add a new action to
a memo:

1. Click the Memo ID of the memo to which you want to add an action.
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2. On the Actions tab of the Memo Details section of the Edit Memo screen, click Add Action.

=9\ o\
v b < -
Dashboard Helo
‘ Edit Task "Review Conference Invite” (In Process)
&  Dashboard —
Task information
Bl Reporiing Task Name Review Conference Imite Assigned To Stephen Billias
@ Archives Planned Start Date PTPTYT] Planned Due Dats PrTTET
u  Reguitory Planned Hours = Actual Hours 5
Analyzer
Progress %
& Admin
wils
Setect o/ Desedect al
Depends On
. .
o2 v/ @
s = Deshbosrd Help
‘ Add Action
L Dashboard
General Information
B Reporing Action Title Action Title Action Due Date PSR
&  Amchives Business Owner/Dept ro— ” CMS Response Required O Yes
Ote
o Reguistory Commentsiinstructions Required Action
Analyzer .
Comments/instructions quied Action
£ Admin

3. Enter information in the following fields:
Action Title—Enter a name for the required action
Business Owner Dept—Select the business owner or department from the dropdown list

Comments/Instructions—Enter notations or other instructions for the team members on how
to take the action required

Action Due Date—Enter the date by which he action must be completed
CMS Response Required—Select Yes or No

Required Action—Enter a summary of the actions the organization has to take to comply with
the memo.

4. Click Add. The action is added to the My Actions list.

Add Task
To track the activity of people assigned to actions, you can create tasks. To add a task:

1. From the Action Details area of an action, select the Tasks tab.
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2. Click Add Task. The Add New Task dialog box displays:

Add New Task

Task Name

Planned Start Date

Planned Start Date

Planned Due Date

Planned Due Date

Planned Hours

Planned Hours

Assigned To

Select all / Deselect all
Depends On

Description

Type task description here

3. Enter information in all the relevant fields:

Task Name—Enter a name for the task

18

Planned Start Date—Enter the date by which the task should start. Use the calendar widget

to pick a date.

Planned Due Date—Enter the date by which the task should be completed. Use the

calendar widget to pick a date.

Planned Hours—Enter the number of hours you believe it should take to complete the task
Assigned To—Select one user per task. You may have multiple tasks with different assignees

on a single action.

Depends On—If this task depends on the completion of a previous task, select that task

from the list.

Description—Enter a description of the work required to complete the task.
Click Create. The task is created. When the memo is opened, a task notification is sent to the

task owner.

Open Status
When a memo is in Open status then the memo can be worked by the person to whom it is
assigned. The actions have a due date that is tied to the Response date, and notifications are sent if
the action is not taken by the due date.
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1. Click the Memo # to open the memo. The Open Memo screen displays. The top half of the

screen is for General Information:

Open Memo #1123

19

EE

General Information A

Memo Title

Release Date

From

To

Description

Test 10-3-16

Test 10-3-16

10/03/2016

CMS

Insurer

The bottom half of the screen is for Memo Details:

Memo Details ~

’ Memo Details Attachments

[ Actions

Related Memos/Correspondences

Acknowledge

Business Applicable
&= Action Type

HPMS Format

| Actionable

| Email Only X |

Memo Owner

Due Date

Priority Level

Regulatory Entity

| Stephen Billias

11/07/2018

[ Medium

|_8elsct an Option

Lines of Business

Plan Contract No

Plan Type

Include in Compliance Committee Agenda

Selectall / Deselect all

|\Msd.ca.e x|

Selectall / Deselect all

|\H123Ax\

Selectall / Deselectall

|\ Medicare | MAPD x |

Q Yes
® Mo

2. Click the Actions tab.

w

Click Action Details

4. On the Action Details tab, for each category of action on the Action Details screen, select the

appropriate choice to provide a short description of the action or attach a file.

Action Details A~

Action Details Tasks

Attachments

Approvers

Action Plan

@ Short Description
O Attach

Impact

O Short Description
@ Attach

5. When all supporting details for actions have been added and all tasks created, click Save. The

Review conference invite

Impact Action Plan_docx

Business Owner receives a notification that the memo is open and can be worked.

Add Attachment

You can add attachments to a memo. These could be attachments that were sent with the memo or any
other files the organization needs in order to work on the memo.
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1. Click the Attachments tab. The Upload a File screen displays:

F . |

Upload a File

Please select a file and click Upload button

Select File

Upload

3. Browse to a file and click Upload. The attachment is added to the list of attachments on this tab.

2. Click Select File

Add Related Memos/Correspondences
You can add related memos or correspondences to a memo.

1. Click the Related Memos/Correspondences tab.
2. Click Add Related Memos/Correspondences.

Memo Details ~

Memo Details Actions Related Memos/Correspondences Acknowledge

Attachments l

s L panesr T S N

No records found
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The Upload a File screen displays:

Add Related Memos/Correspondences

Search n

it Tion——ope | Gromedon Lt pinon L pinedt suve | 8 |
Title n Type Created On n Last Update n Last Update Status n.

O 0930 Memo 09/30/2016 09/30/2016 Alphonse Valenti  Draft

| 123 Memo 10/18/2016 10/18/2016 Alphonse Valenti  Draft -
O 2014 Benefit Year Memo 03/06/2018 03/06/2018 Tonya Teschendor Draft -
[ 2017 PACE Opera Memo 05/15/2017 05/152017 Tonya Teschendor Draft -
| 2017 PACE Opera Memo 05/21/2017 05/21/2017 Tonya Teschendor Open -
O 2018 Performance Memo 08/06/2018 08/06/2018 Kara Taylor Draft -
| 2018 Spanish EO( Memo 01/2472017 10/04/2018 Brian Yavorsky Open -
L - Mot Mamo AB TR AR TR B .

“ < 2 3 4 » » ltems per page: 25 -

Cancel

3. Search and select related memos. You can filter on any column using the filter icon n, and

add more columns using the settings cog icon n
4. Click the checkboxes at the beginning of each row to select memos for inclusion.
5. Click OK when finished. The memo is added to the list of related memos/correspondences
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Submit for Approval

The memo owner opens the memo. The business owner submits the action plan for approval, after
reviewing the action details and adding any additional supporting documentation. If you are the
business owner, when you receive a notification that the memo has been opened, take the following
action:

1. Click Open from Link to Action in the notification:

srver@codvsoft.ne
S ver@codys et

Your Action, Begin mock audit process, has been opened |

Your Action, Begin mock audit process, has been opened.
ction

Action #: 577

Title: Begin mock audit process

Link to Action: OPEN

Correspondence
Correspondence #: 225
Correspondence Name: April 15 CMS Audit Notice

Link to Correspondence: OPEN

Verify that all information is supplied on the Action Details tab.

Click Submit for Approval.

Select approvers from the list.

Click Submit. The memo moves to Pending Approval status, and notification emails are sent to
approvers to approve the actions on the memo.

vk wnN

Review an action plan
If you are assigned to review an action on a memo, you receive an email.

1. Click the link in the email

Stephen Billias Stephen Billias

SB

Your approval is requested

Action plan #33 is ready to be reviewed.

Test HPMS Memo in Stage 2-6-17 Memo 33 Assigned by: Stephen Billias
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2. Review the action plan

Pending Approval Action # 33
Action Title Test 10-3-16 Action Due Date 10/14/2016 )
Business Owner/Dept Stephen Billias
Comments/Instructions Required Action
Test 10-3-16 Test 10-3-16
‘ Action Details Tasks Attachments
Action Plan
@ Short Description Enter Text

3. Click Approve or Reject

If you select Reject, you must enter a rejection reason, which is included in the notification

Action is Rejected

a® /‘ \
L ‘
Compliance
Correspondence
module ™
Review of Action #4257 is Rejected.

Action Plan Details:

Action Plan #: 4257

Action Plan Name: Action Plan 0327
Link to Action Plan: OPEN
Comments :

Cory Belden: Need to know the Impact. Please add and resubmit

Memo Details:

Memo #: 4737

Memo Name: 0327 Memo
Link to Memo: OPEN

When all actions have been reviewed and approved, the action moves to Approved status.

Business Incomplete Status
An action item goes to Business Incomplete status if the response date has passed and tasks or
actions have not been completed. To address this status, the action owner must create a review to
address the late/incomplete status.

1. From the Dashboard, click the action # of the action that is in Business Incomplete status
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2. Click Create Review

B Dashboard

#  Reporting

Regulatory
2 Analyzer

O Admin

The Create Review dialog box displays.

24

Comments/instructions

tast

Required Action

test

| Business Incomplete Action #3553  croata Ravie | e |
Action Tide Test Action Due Date 0302018
Business OwnenDept Brian Yavarsky ‘CMS Responsé Required ® Yes
No
(CMS Response Due Date S ™

Create Review

Reason for Review

Enter Text

Review Due Date

Review Due Date

Review Solution

Enter Text

Prevention Plan

Enter Text

Review Approvers

Select Some Options
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3. Enterinformation in the Create Review dialog box:
Reason for Review—Describe the reason the memo is under review
Review Due Date—Enter a date by which the review must be completed
Review Solution—Describe the solution to the issue identified in the memo
Prevention Plan—Describe a prevention plan to ensure that the issue does not occur in future
Review Approvers—Select approvers for the review plan

4. Click OK. The memo moves to Under Review status. Approvers are notified by email to approve
or reject the review

Business Complete Status
If all actions are completed before the due date and all tasks closed and all actions finalized, then the
status moves to Business Complete.

Under Review Status
When an item is placed in Business Incomplete status, the Memo Owner must create a review to
address the late/incomplete status. When this review is generated, the item moves to Under Review
status. Approvers are notified by email to approve or reject the review.

Under Review Memo #833

Dashboard

B Reporting Memo Title SB Test 92316 Business Applicable el

A Statistics Release Date - & Action Type

# Report

From ST HPMS Format
" Regulatory

Analyzer
To internal department or person

& Admin

Description

Test new memo

Closed Status
When you have completed a memo, whether or not you filed a response to CMS you can move the
memo from Business Complete to Closed and add the date on which the memo was filed.

1. Click the memo # of the memo you want to mark as Closed. The memo opens with the Close
Memo button (or Close CCM for Correspondence items) available

CSHOMS - it Memo

e n O T —— - +MDE =
s <
Business Complete Memo #1123
Dashboard
B Reporing [ T Reteass Cate - o

& Archives HPHIS Format Selectallf Deseisd Action Type

Ragulatory
Anatyzer From oM L insurer

& Admin Deseri
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2. Click Close Memo (or Close CCM for Correspondence items)
3. Enter the close date:

lag:

Choose Close CCM Date

Close CCM Date

Close Date =

4. Click Submit. The memo is set to Closed and the Archive button becomes available

CMS Filed Memo #833 EREn

Memo Title SB Test 9-23-16 Business Applicable %
Release Date 00/23/2016 =) Action Type Actionable
Ly cms.gov HPMS Format Email Only

To internal department or person

Description

Test new memo

5. Click Archive to move the memo to the Archives. The status of the item does not change when
this backup is made.

Send a Document for Acknowledgment
After a memo is closed (or you can obtain acknowledgment of the completed memo).

NOTE: You must be a Primary or Secondary memo owner to request acknowledgment.
On the Acknowledge tab of the Published Document screen:

1. From the Memo Details screen of the Closed memo, select the Acknowledgment tab
2. Click Select Internal Users OR Upload External User List OR Add External Users Manually:

‘ Memo Details

‘ Actions

‘ Attachments

‘ Related Memos/Correspondences H Acknowledge

[ seiect Intemal Users IOR[ }OR[ Add External Users Manually ]
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To upload a list of external users who aren’t licensed CodySoft users but have access to
published documents in the library, such as outside vendors, partners, and contractors who
must acknowledge the document:

a. Click Upload External User List. The Upload Signature Users List dialog box displays.

n |
Upload Signature Users List
Please select the signature users list document (Excel format only) and click Upload button
Select File
il |

b. Browse to select a .xls or .xlsx file for upload.

NOTE: The filename maximum length is 100 characters. The characters in the
filename can be anything that Windows allows; if you are working on a Windows
Operating System (OS) any valid filename can be used in CodySoft.

c. Click Upload. The list of signatories appears in the Acknowledge tab.
Yeropetaie. . A

|

Actions

Memo Details 1 Related Mem I I ‘

OR OR
e _________________________~w s ¢
Kathy Ddddrake karake+4@gopmo.com E @ -
Kathy Drake kdrake@gopmo.com = o -
Kathy Ddrake Kkdrake+2@gopmo.com = o -
Kathy TestingDrake testing@gopmo.com = o -

To enter the names and emails of individual external users who aren’t licensed CodySoft
users but have access to published documents in the library, such as outside vendors,
partners, and contractors who must acknowledge the document manually:
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a. Click Add External Users Manually. The Single User Dissemination dialog box

displays.

28

Single User Dissemination

First Name Last Name

First Name Last Name

Cancel

= E

Email

=+ Add User

Department

Department

b. Click Add User to add another person to the dissemination list

c. Click Confirm to complete the list

2. Click Start Dissemination to send the document for signatures. An email notification goes to

each email address in the list with a URL to link to the PDF of the document. The PDF has a
checkbox that states: “I hereby acknowledge and accept this document”.

To select internal csHPMS users:

a. Click Select Internal Users. The csHPMS Users Dissemination dialog box displays.

Please select the dissemination recipients:

>

Adrienne Qlson

Al Valenti

Alphonse Valenti
Andrew Casey

Aftila Kozma

Brandon Williams
Brian Test

Brian Yavorsky

Carol Pray

Centene Stage Tester

Cody Test User

loooooooboood

e .

Cancel
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b. Select the checkboxes for any users you want to receive the acknowledgment
dissemination

c.  Click Start Dissemination

d. =Atthe confirmation prompt, click Confirm to confirm the list of users

Dissemination Options

When a document is out for acknowledgment, you have several options for managing the
dissemination:

Memo Details A

l Actions

Related Memos/Correspondences

‘ Memo Details ‘ Atlachments ‘ Acknowledge

011 Signatures

Email

Stephen Billias sbillias@codyconsulting com

Click the trash can icon W to remove a user from the list of people that are being asked to
acknowledge the document. For audit purposes, this icon will be greyed out if the user has already
signed the document.

Deselect the checkbox in the first column next to any user to remove them from the dissemination
list.

You can add users to the acknowledgment list even after the dissemination has begun. Click Select
Internal Users, Upload External User List, or Add External Users Manually. See Multiple
Dissemination.

Resend Acknowledgment
You can resend the acknowledgment at any time.

1. Click Resend Acknowledgment

A confirmation message displays with only the names of those users who have not yet signed
the acknowledgment.

> i
Please Confirm Users

Are you sure you want to resend dissemination to the following users?

First MName Last Name Email

Stephen Billias shillias@codyconsulting.com
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2. Click Confirm to resend the acknowledgment.

Acknowledge a Document

If you receive an email request to acknowledge a document:

1. Click the link in the email you receive

2. Fill out the following fields:

a. First Name
b. Last Name
c. Email

d. Employee Id (if included by the Administrator
3. Select the checkbox for “I hereby acknowledge and accept this Memo”
4. Click Accept. the list on the Acknowledgment tab is updated with your acceptance.

Notifications

30

The system sends notifications when there are changes to status or other changes about which an

owner needs to be notified.

NOTE: Secondary Memo Owners receive the same notifications as the Primary Memo Owners.

Here is a chart that details when and to whom notifications are sent:

Notification Condition

Notification/Email
subject line

Notification/Email text

When memo + action is opened 2>

You May Begin Your

You May Begin Your Action

Memo Owner, Action Owner Action Action #
When task is assigned to all task You May Begin Your You May Begin Your Task
owners 2> Task Owners Task Task # #

When memo is actionable, not yet
past due, but within [OFF, or 1-N
DAYs] of requested date where []
denote configurability in the system
->Memo Owner

Upcoming task due
date for [[Project xxx]]
[[Project Name]]

[[MemoName Memo #xxx]] is due for
completion on [[DATE as per notification
condition using reminder settings]]

When memo is actionable, not yet
past due, but within [OFF, or 1-N
DAYs] of requested date where []
denote configurability in the system
- Action Owner

Upcoming task due
date for [[Project xxx]]
[[Project Name]]

Your assigned action on [[MemoName
Memo #xxx]] is due for completion on
[[DATE as per notification condition using
reminder settings]]

When memo is actionable, not yet
past due, but within [OFF, or 1-N
DAYs] of requested date where []
denote configurability in the system
— Task Owner

Upcoming task due
date for [[Project xxx]]
[[Project Namel]]

Your assigned task on [[MemoName Memo
#xxx]] is due for completion on [[DATE as
per notification condition using reminder
settings]]

When Action Plan submitted for
approval: Approval List

Your Approval is
Requested

[[Action #xxx]] is ready to be reviewed
[[MemoName Memo #xxx] Assigned by:
[[Assignee Name]]

When Action Plan is approved:
Action Owner, Memo Owner

Action Plan Approved

[[Action plan #xxx]] is [[Approved]]
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Notification Condition

Notification/Email
subject line

Notification/Email text

When Action Plan is rejected:
Action Owner, Memo Owner

Action Plan Rejected

[[Action plan #xxx]] is [[Rejected]] [[Reason]]

When Memo is completed: Memo
Owner, Action Owners

Status changed to
Business Complete

Status changed to Business Complete
[[MemoName Memo #xxx]]

When CMS Response Required due
date passes and Action Owner has
not completed the Action

Status changed to
Business Incomplete

Status changed to Business Incomplete
[[MemoName Memo #xxx]]

When Review Plan submitted for
approval: Approval List

Your Approval is
Requested

[[Review plan #xxx]] is ready to be reviewed

[[MemoName Memo #xxx]] Assigned by:
[[Assignee Name]]

When Review Plan approved:
Action Owners, Memo Owner

Review Plan Approved

[[Review plan #xxx]] is [[Approved]]
Status changed to Business Complete

When Review Plan rejected: Action
Owners, Memo Owner

Review Plan Rejected

[[Review plan #xxx]] is [[Rejected]]
Status changed to Business Incomplete

When Closed — Memo Owner,
Action Owners

Status changed to
Closed

Status changed to Closed
[[MemoName Memo #xxx]]

When a request for
Acknowledgment is disseminated

Memo
Acknowledgment
Assigned

Memo #xxx has been Sent to You for
Acknowledgement. [[Memo #xxx]] [[Title]]
To review and accept the Memo, please
click: HERE

User Roles and Responsibilities
There are five user roles:

e Admin—can do everything including reporting. This role includes the ability to change
ownership on memos or correspondences to which the Admin is not assigned. Admins can edit
memos or correspondences, actions or tasks to which they are assigned as the primary or

secondary owner.

e Compliance—can own the memo traffic manage or project manage the memo. They also can
see all reporting. Compliance role users can edit memos or correspondences to which they are
assigned but cannot edit memos or correspondences to which they are not assigned.
Compliance owners can edit memos or correspondences, actions or tasks to which they are
assigned as the primary or secondary owner.

e Business Owner—can own an action. They cannot own a memo or correspondence; their names
do not appear in the Memo or Correspondence owner dropdown. They do not have access to

reporting or archives.

e Task Owner—populates the Task Owner dropdown. A Task Owner cannot own actions or
memos or correspondences but can be assigned to tasks. They do not have access to reporting,
and cannot see any memos, correspondences, tasks, and actions to which they are not assigned.
Task owners cannot see the Archives tab or any items under that tab.

e Action Approver—populates the Action Approver dropdown and can approve actions taken by
others. Action Approvers cannot see any memos, tasks, and actions to which they are not
assigned. Action Approvers cannot see the Archives tab or any items under that tab.

If a user is assigned all roles, they can be assigned Memos, Correspondences, Actions or Tasks.
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NOTE: The Administrator assigns role to users that determines whether the user’s name populates in
the Action Approver list and the Review Approver list. If you have any question about what role you are

in, please contact your system administrator.

Reporting
The csHPMS Memos/CCM module offers reports on the following items:
e Memos
e Correspondences
e Actions
e Tasks
e Disseminations
e Reviews

The Reporting choice opens to the Memos tab:

A\

{ -

()

F—tepul"ng
Dashboard _— Y —
B Reporting

& Archives @ an O on Time Oniy O Past Due Onty
Startdate  06/07/2020 B8 Enddate 07/07/2020

o Reguiatory O incluge archives
Analyzer

3 ]

ast 30 Days |v| Status| AN

& Admin

Attla Kozma

Moen W open [ Susiness Complete [ Canceniea

Attila Kozma 4 0 0

FI: HHS Announc Medium Draft

Madium Draft

FI: CMS News Al Attila Kozma Medium Draft

W Closea

Attila Kozma
Antils Kozma

Attila Kozma

The screen provides a bar chart of the memos by owner and number of items.

You can sort the Memos (and all reports) by the following criteria:

e Start and End Date

e Duration, from Today to Last Year

e Category: All, On Time Only or Past Due Only

e Status

e Whether to include Archived memos in the report

Attila Kezma

o

0 Atila Kozma

Select any tab to view and filter reports on Memos, Correspondences, Actions, Tasks, Disseminations,

and Reviews.

On the lower portion of every Reporting tab, you can filter and access the Memos, Correspondences and

all other choices directly from Reporting.
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Export Reports
e Click Export to XLS to export a selected report as an Excel spreadsheet.

Regulatory Analyzer

You can perform an analysis that returns a list of relevant documents in the Regulatory Analyzer®
database, including CMS guidelines, rules of other regulatory agencies, and company-issued documents,
based on criteria you specify.

1. Enter information in the Select Options dialog box:

Analyze / Select Options

Project Name *

Line Of Business * v Audience *
Media Type * v Plan Type *

Plan Year * - Regulatory Project Type *

Project Name

Mandatory fields are identified with a red asterisk (*).

a.

Line of Business*

Select one or more lines of business from the list. Use [CTRL + Click] to select multiple
options. Lines of business include categories such as Medicare and Medicaid.

Media Type*

Select one or more media types from the list. Use [CTRL + Click] to select multiple options.
Media types include categories such as ANOC and Direct Mail.

Plan Year*

Enter the plan year for which you want to search for documents

Project Name*

Enter the name of the project for which you are searching for documents
Audience*

Select one or more audiences from the list. Use [CTRL + Click] to select multiple options.
Audiences include categories such as Members and Providers.

Plan Type*
Select one or more plan types from the list. Use [CTRL + Click] to select multiple options.
Regulatory Project Type*

Select one or more regulatory project types from the list. Use [CTRL + Click] to select multiple
options

2. Click Start. The Questions Wizard opens
3. Answer the questions in the wizard

a.

Does this piece include co-branding? Click Yes or No

b. Does this piece include co-branding with providers or downstream entities? Click Yes or No

C.

Click Generate Report
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The Regulatory Analyzer® generates a report with a listing of all rules that meet the criteria you specify,
with their major subjects and other references listed also.

project: Test

Media Type- ANOG]
[Project Type: Post-Enrollmeni

[Plan Type: MAPD)

[Rule: MMCM CH 310§

Major Subject: Marketing Activities, Materials

The Medicare Marketing Guidelines (MMG) implement the Centers for Medicare & Medicaid Services” (CMS) marketing requirements and related provisions of the Medicare Advantage (MA, MA-PD) (also referred to as Plan), Medicare Prescription Drug
Plan (PDP) (also referred to as Part D Sponsor), and except where otherwise specified 1876 cost plans (also referred to as Plan) rules, (i.c., Title 42 of the Code of Federal Regulations, Parts 422, 423, and 417). These requirements also apply to Medicare-
Medicaid Plans (MMPs), except as modificd or clarified in state-specific marketing guidance for cach state’s d pecific guidance is considered an addendum to the MMG. State-specific marketing guidance for MMPs will be posted to
http://www.cms.gov/Medicare-Medicaid- C Med fedicaid-Coord Medicare-Medicaid- Coord: Office/FinancialAl it dGuid Plans html as it is finalized. These requirements do not apply to
Program of All-Inclusive Care for the Elderly (PACE) plans or section 1833 Health Care Pre-payment Plans unless otherwise noted in the MMG. The term “marketing” is referenced at Section 1851(k) and 1860 D-4 of the Social Security Act (the Act), as well
as in CMS regulations. The scope of the definition of “marketing materials™ extends beyond the public’s general concept of advertising materials. Pursuant to 42 CFR section 417.428, section 422.2260, and section 423.2260, the following materials, while not an
exhaustive list. may fall under CMS” purview per the definition of marketing materials: + General audience materials, such as general circulation brochures, direct mail. newspapers, magazines, television_ radio, billboards, yellow pages, or the Internet »
Marketing representative materials, such as scripts or outlines for or other . materials, such s slides and charts » Promotional materials, such as brochures or leaflets, including materials circulated by physicians, other
providers, or third-party entities » and ‘materials including membership rules, subscriber agreements, enrollee handbooks and wallet card instructions to enrollees (e.g., Annual Notice of change (ANOC), Evidence of
Coverage (EOC), Provider/Pharmacy Directory) » Communications to enrollees about contractual changes, and changes in providers, premiums, benefits, plan procedures + Membership activities (e.g.. materials on rules inrvolving non-payment of premiums,

fi of enrollment or di or non- claim specific notification information) + The activities of a Plan's/Part D Sponsor’s employees, independent agents or brokers, Third Party Marketing O ions (TMO) (d ). or other
similar type organizations that contribute to the steering of a potential enrollee toward a specific plan or limited number of plans, or may receive compensation directly or indirectly from a Plan/Part D Sponsor for marketing activities In addition. 42 CFR scction
417428, section 422.2268, and section 423.2268 define the standards for marketing. CMS’ authority for marketing oversight, and the MMG, encompasses not only marketing materials but also marketing/sales activities. As Plans/Part D Sponsers implement
their programs, they should consider the following guiding principles: + Plans/Part D Sponsors are responsible for ensuring compliance with CMS® current marketing regulations and guidance, including monitoring and overseeing the activitics of their
subcontractors, downstream entities, and/or delegated catities. If CMS finds that, the Plan/Part D Sponso failed to comply with applicable rules and guidance, CMS may take compliance action, including intermediate sanctions and civil money penaltics. =
Plans/Part D Sponsors ase responsible for full disclosure when providing information about plan benefits, policies, and procedures » Plans/Part D Sponsors ase responsible for documenting compliance with all applicable marketing requirements described in the
MMG It is important to note that the marketing guidance set forth in this document is subject to change as policy, communication technology, and industry marketing practices continue to evolve. Any new rulemaking or interpretative guidance (e.g.. annual Call
Letter or HPMS guidance memoranda) may supersede the marketing guidance provided in this document. Specific questions regarding a marketing material or marketing practice should be directed to the Plan’s/Part D Sponsor’s Account Manager or designated
Marketing Reviewer.

Other References:
Title 42 of the Code of Federal Regulations, Parts 422, 423_and 417; http: /Meds Medicaid-Coord Med -and-Medicaid-Coordination Medicare-Medicaid-Coord. Office/Financial.
/InformationandGuidanceforPlans html; Section 1851(h) and 1860 D-4 of the Social Security Act (the Act); 42 CFR section 417 428, section 422 2260, and section 423 2260; 42 CFR section 417 428, section 422 2268, and section 423 2268

NOTE: Click the links for Primary Regulation or Dependent Regulation to display the regulation within the
report.

Admin in Regulatory Analyzer
Use Admin to set up categories for the Regulatory Analyzer®

Admin

‘ Major Subjects H Urgencies

‘ Contract Activity H Media Project Types

‘ Project Types H Contract Types

Project Types

# Title

1 Pre-enroliment

2 Post-enroliment

3 Enroliment

4 Website

5 Mobile Application

Project Types
Use this tab to create and update the different project types for use in the Regulatory Analyzer®.

1. Select Add Item
2. Give the new project type a Name
3. Click OK

Contract Types
Use this tab to create and update the different contract types for use in the Regulatory Analyzer®.

1. Select Add Item
2. Give the new contract type a Name
3. Click OK
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Contract Activity
Use this tab to create and update the different contract activities for use in the Regulatory Analyzer®.

Select Add Item

Give the new contract activity a Name

Add a contract supplemental activity

Click Add Sub

Add additional contract supplemental activities

Click Add Sub after adding each new contract supplemental activity
Click OK

NouhkwNeE

Media Project Types
Use this tab to create and update the different media project types for use in the Regulatory Analyzer®.

1. Select Add Item
2. Give the new media project type a Name
3. Click OK

Major Subjects
Use this tab to create and update the different major subjects for use in the Regulatory Analyzer®.

1. Select Add Item
2. Give the new contract activity a Name
3. Add a minor subject
4. Click Add Sub
5. Add additional minor subjects
6. Click Add Sub after adding each new minor subject
7. Click OK
Urgencies

Use this tab to create and update the urgency levels for use in the Regulatory Analyzer®. Common
urgency levels are Low, Medium, and High.

1. Select Add Item
2. Give the new urgency a Name
3. Click OK

Admin in csHPMS/CCM
In Admin you can add items to these lists that appear as fields in the application
e Audit Elements—common auditable features like Medicare Part C and Medicare Part D
e Regulatory Entities—for example, CMS and State Agency
e (Classification Categories— Cody-assigned subject areas of the memo, for example, Annual Call
Letter, Bids, or Low-income Subsidy (LIS)
You can adjust the settings of the csHPMS/CCM application also.

© Copyright 2020 Cody Consulting Group, Inc. All Rights Reserved. Patent Pending. CodySoft® HPMS-CCM Module Guide V1.0



36

To add Audit Elements
1. From the Items tab of Admin, click Audit Elements. The Audit Elements display:

2 :

i
Dashboard Help

| csHPMS/CCM Admin > Manage ltems

&  Dashboard | Avudt Elements | | Regulatory Emities || Classification Categories
Bl Reporting Audit Eloments
w e EEE
1 Search
a  Reguatory
|
Parl [ CDAG Deactivate
& Admin
. Part C&D CPE Deactivale
Pan DFA Deactivate
# Settings Part C 0DAG Deactivate
SNP MOC Deactvate
Activate:

Test

2. Click Add Item. The Add New Item dialog box displays:

Add new ltem

Name

[

3. Enter a name for the audit element.
4. Click OK. The new audit element is added to the list.

S

You can also deactivate an existing audit element by unselecting the checkbox on that element’s row in
the list.

To add Regulatory Entities
1. From the Items tab of Admin, click Regulatory Entities. The Regulatory Entities display:

. o
w2 o2 o -
[ = Comphons Slophen Billias
omspandiac el
I | Admin > Manage ltems
Audit Elements | | Regulatory Entties ‘ Classifcation Categories
B Reporting Regulatory Entities
& Achives A Yomy
Search
n  Requiatory
|
e cuMs Deactiate
o State Agency Deactiate
2
# Satiings
I o e a2 ) 8 58 AP L LSS 8 S R 3 O
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2. Click Add Item. The Add New Item dialog box displays

Add new ltem

Name

3. Enter a name for the regulatory entity.
4. Click OK. The new regulatory entity is added to the list.

37

You can also deactivate an existing regulatory entity by unselecting the checkbox on that entity’s row in

the list.

To add Classification Categories

1. From the Items tab of Admin, click Classification Categories. The Classification Categories

display:

o2 o

Admin > Manage Items

®  Dashboard ‘ Audit Eloments H Regulatory Entiies || Classiication Calegarios ‘

D
tieh

Dashbonrd el

Bl Reporting

&  Archives

n  Reguatoy
Analyzer

T Hithrida
T Admin
Annual Call Letter

‘ CMS Conferences

2. Click Add Item. The Add New Item dialog box displays:

Add new ltem

Name

3. Enter a name for the classification category.
4. Click OK. The new classification category is added to the list.

You can also deactivate an existing classification category by unselecting the checkbox on that
category’s row in the list.
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Settings
To adjust the Reminder Settings for reminder notices

1. Click Settings. The Reminder Settings screen displays

Admin > Settings

Reminder Settings

send notification when current date approaches the Due Date

Number of Notices 3

Number of Days Before Due Date to 5
Issue First Notice

2. Select the Response Date Settings checkbox to have the settings apply to the response date

Enter the number of notices to send in the Number of Notices field

4. Enter avalue in the Number of Days Before Due Date to Issue First Notice field, to specify when
to be reminded to send the first notice.

5. Click Save

w

Support

In the Support Portal, CodySoft® provides several ways to get more information about how to use the
CodySoft product.
1. From any screen in CodySoft, click Help in the upper right corner of the screen to enter the
Support Portal. The Support Portal home screen displays:

|| Home ® &) Poral - Codyoft X +

é > o GE Main/Defai aspi?searchtextoPbpFhomeSearchBox x @ :

J
CODYSOFT,

B (5] (4]

Knowledge Base Tickets

Search the Portal
FrterSearch cr
2. From the Support Portal home screen you have three choices:
a. Knowledge Base
b. Tickets
c. Search the Portal

Using the Knowledge Base

1. Click Knowledge Base to enter the Knowledge Base
a. Enter aSearch term
b. Click Search to look for topics related to your search criteria. The system displays a list of
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relevant Knowledge Base topics.

c. The Knowledge Base choice provides links to user guide documents on many CODY
modaules, including a set of videos on how to accomplish basic CodySoft Collateral
Management (CM) tasks

Open a Ticket

1. Click Tickets to enter a new support ticket:
2. Click Start Ticket. An email opens addressed to Cody Support:

Untitled - Message (HTML)

file ~ Message  Insert  Options  FormatTest  Review  Developer  Help Q  Tell me what you want to do

B~ B I U «£ A = = =+ &£ 3E 1 1< e B p8 | B attachriev [£ signawre~ | | - O picate -
. To support@codyconsulting.com

Send Ce

Subject

BRIEF DESCRIPTION of the issue you are having: <Insert description below>

WHICH MODULE are you in (if not CM)?: <Insert module below>

THE PROJECT AND TEMPLATE (if applicable) you are working in (for example, Project 5, template EOC2020Test): <Insert project and template information belows>
WHICH BROWSER you are using? If you have tried in other browsers and get the same error, please include those browsers as well.: <Insert browser(s) below>
SCREENSHOT and/or video of the issue if it helps illustrate the issue you are experiencing, including the date/time from your taskbar.: <Insert screenshot below>

After submitting you will receive an email with a ticket number acknowledging receipt; please do not reply to this email. A member from the support team will contact you
within the defined Service Level Agreement (SLA) between CODY and your organization.

3. Fill out the email, providing as much information as possible for each requested item:

a. Description

b. Module

c. Project/Template

d. Browser

e. Attached screenshot or video
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4. Click Send. After you submit the email you will receive an email with a ticket number
acknowledging receipt; please do not reply to this email. A member from the support team will
contact you within the defined Service Level Agreement (SLA) between CODY and your
organization.

Search the Portal
You can search the Support portal, including the Knowledge Base for information.
1. Enter search criteria, for example “PBP.”

2. Click Search. Any items related to your search appear below the Search bar, with live links to the
information.

Search the Portal

Knowledge Base

FPEP Module User Guide
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