
JULY  2024 

 

OUTPATIENT 
PRESCRIPTION DRUG 

COST REPORT 
USER GUIDE  



Page | 2  

 

Table of Contents 
 

Starting a survey submission  ……………………………………………………………………………………………… Page 3 

Filling out a report  ……………………………………………………………………………………………………………… Page 5 

     Filling out a report method 1: Individual Entry  ……….………………………………..…………………… Page 6 
     Filling out a report method 1: Copy and Paste  ………………………………………….…................…. Page 9 

     Portion of the premium attributed to each of the following categories report ….………….. Page 13 

Resuming the survey  …..……………………………………………………………………………………..………….… Page 15 

Revising a completed report  ..…..……………..………………………………….…….…………………………….… Page 17 

Submitting a survey  …………….…….………….…….……………………………….…………………………………... Page 19 

Revising a submitted survey  …………………………………………………………………………………………….… Page 21 

Common errors and solutions  ……………………………………………..………………………………..…………… Page 22 

 

  



Page | 3  

 

Starting a survey submission 
 
1. Click “Begin Survey” to start the survey. 

 

2. On the next page, fill out all the required informa�on. Click “Save & Next” once all the informa�on is 
filled out.  
 The “Name of Company” should list all the en��es that you are repor�ng for (if applicable). 

They should all be combined into 1 survey (as opposed to a separate survey submission for 
each en�ty).  

o Example: if you are repor�ng for Aetna Life Insurance and Aetna Health Inc., write 
“Aetna Life Insurance & Aetna Health Inc.” 

 Note that all market segments should be combined into 1 survey submission (as opposed to 
a separate survey submission for each en�ty). 

 The “Submitter” is the contact person who is responsible for submi�ng the survey and 
answering all the follow up ques�ons. This is also the person who will receive an email with 
the survey number (so that they can go back and finish and/or revise the submission, as 
needed). 

 The “Submit Date” field is automa�cally prepopulated with the date the survey is started. 

 
 



Page | 4  

 

3. You will receive an email no�fica�on from cid.webmaster@ct.gov with the Submitting Code 
Confirmation number. Save this email for your records. You will need this confirma�on code to either 
resume an unfinished survey or to revise a submited survey. 
 If you did not receive an email with the confirma�on code, check your Junk Mail folder and 

change your se�ngs to make sure you receive all future no�fica�ons. 
 If a�er checking your junk folder, you s�ll cannot find the email, contact 

LHCompliance@ct.gov immediately and provide the name of the company. 

 
 
 
 

Return to Table of Contents 
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Filling out a report 
 

1. Once logged into the survey, it will display all the reports that need to be completed.  
 The reports need to be completed in the order they are in (but can be edited later in any 

order). 
  

2. Click on the “Click here to con�nue” link to start working on a report. 

 

 

3. On the next page, the name of the report will be in blue. The statutory requirement for the report is 
listed right above it.  

 
   

4. There are 2 ways to enter data into the report: Individual Entry or Copy and Paste. All reports, with 
the excep�on of the Portion of the premium attributed to each of the following categories report, 
can be entered using one of these methods. Go to the Por�on of the premium atributed to each of 
the following categories sec�on for more informa�on about that report. 
 
 
 

Return to Table of Contents 
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Filling out a report method 1: Individual entry 
 

 This method cannot be used for the following reports: 

 
 
Go to the Filling out a report method 2: Copy and Paste or the Por�on of the premium atributed to 
each of the following categories sec�on for more informa�on on how to complete these two 
reports. 
 
 

1. Select the report you want to enter data for by clicking “Click here to con�nue” to the right of the 
report. 

 
 

2. Once in the report, enter the name of the drug, the amount associated with it, and the main uses of 
the drug (FDA approved uses). When done, click “Next Drug.”  
 Note that you will not be able to con�nue if you leave one of the three fields below blank. 

 
 

3. The drug will appear in a table below. Con�nue to add each drug un�l you have all 25 drugs added. 

 
 

4. Once you input all 25 drugs, the “Next Drug” buton will be grayed out and you will not be able to 
add any addi�onal drugs.  
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5. Review the informa�on listed in the table below to make sure it is accurate. If you need to make a 
change to any row, click “Edit” to the le� of the row.  

 
 

6. Change/edit the name of the drug, the amount associated with it, or the main uses. To save the 
changes made, click “Update.” To cancel edits, click “Cancel.”  

 
 

 If you do not select either “Update” or “Cancel” a�er clicking on the “Edit” buton, an error 
message will appear on the botom of the screen.  

 
 

7. When you are sa�sfied with all the entries, click “Save & Next” to proceed to the next report. 
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8. You will be brought back to the main screen with all the reports listed. To con�nue to the next 
report, click on “Click here to con�nue” to the right of the report.  

 
 
If you want to con�nue the survey later, click “Close & Resume Later” on the botom of the screen to 
exit the survey. All completed reports will be saved. Go to the Resuming a survey sec�on to see how 
you can resume the survey at a later �me. 

 
 
 
 

Return to Table of Contents 
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Filling out a report method 2: Copy and Paste 
 

 This method cannot be used for the following report: 

 
 
Go to the Por�on of the premium atributed to each of the following categories sec�on for more 
informa�on on how to complete this report. 

 

1. Select the report you want to enter data for by clicking “Click here to con�nue” to the right of the 
report. 

 
 

2. Once in the report, click on “Click Here to Copy & Paste from Excel” to copy and paste all entries for 
the report at once (instead of one at a �me). (Note: The report must be in Excel format for you to be 
able to copy and paste it.) 

 
 

3. On the next screen, click on “Click here to view the sample data to copy” buton to see the required 
format the report needs to be in to copy from Excel.  
 Note that not all report formats are the same, so check each report first to make sure you 

are copying and pas�ng the informa�on in the required format. 
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A sample Excel report will pop up in another tab to show you the correct format (number of 
column & rows required). You must replicate this exact format. Do not include column 
headings, extra rows, or extra columns. 

 

 

4. Go back to the survey tab. Open your Excel report with the required informa�on, copy, and paste it 
in the textbox of the report. Do not edit anything within the textbox a�er you pasted the 
informa�on. Click “Show Data.”  
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The data will appear on the next screen in the format needed.  

  
 Note: the following error message will appear on top of the screen if you used an incorrect 

format and/or pasted the wrong number of columns and/or rows). Double check the 
required format of the report again to make sure you are copying over the data in the 
correct format. Paste it in the textbox and click “Show Data.” 

 
 

 
5. If you need to make a change to any informa�on within a specific row, click “Edit” to the le� of the 

row.  
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6. Change/edit the name of the drug, the numeric figure associated with it, or the main uses listed for 
the drug. To save the changes made, click “Update.” To cancel edits, click “Cancel.”  

 
 

 If you do not select either “Update” or “Cancel” a�er clicking on the “Edit” buton, an error 
message will appear on the botom of the screen.  

 
 

7. When you are sa�sfied with all the entries, click “Save & Next” to proceed to the next report. 

 
 

8. You will be brought back to the main screen with all the reports listed. To con�nue to the next 
report, click on “Click here to con�nue” to the right of the report.  
 
If you want to con�nue the survey later, click “Close & Resume Later” to exit the survey. All 
completed reports will be saved. Go to the Resuming a survey sec�on to see how you can resume 
the survey at a later �me. 

 
 
 
 

Return to Table of Contents  
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Portion of the premium attributed to each of the following 
categories report 
 

 This is the only report that you cannot use the copy and paste feature for. The user will need to enter 
each input individually (total of 10 inputs).  

 
 Only numeric figures are accepted in this report.  

 
 The “Average Monthly Membership” figure should be inclusive of all the en��es and market 

segments that you are repor�ng for in the survey. 
 

 You may enter numbers with decimal points. The report will automa�cally round the number to the 
nearest tenth of a point. 

 
 Make sure you enter an input into each field, otherwise you will not be able to save this report.  
 
 When you are sa�sfied with all the entries, click “Save & Next” to proceed to the next report. 

 

 

 

 You will be brought back to the main screen with all the reports listed. To con�nue to the next 
report, click on “Click here to con�nue” to the right of the report.  



Page | 14  

 

 
If you want to con�nue the survey later, click “Close & Resume Later” to exit the survey. All 
completed reports will be saved. Go to the Resuming a survey sec�on to see how you can resume 
the survey at a later �me.  
 
 
 
 

Return to Table of Contents  
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Resuming the survey 
  
1. To resume a survey submission, use the link provided in the confirma�on email.  

 

 

2. Click on “Resume Survey.” 

 
 

3. Fill out the Submitter’s Email Address and Submitting Confirmation Code (provided in the 
confirma�on email) and click “Resume Survey.” 
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4. Once in the survey, you can resume where you le� off by clicking “Click here to con�nue” next report 
that has not been completed. 

 
 

5. See Filling out a report method 1: INDIVIDUAL ENTRY or Filling out a report method 2: Copy and 
Paste sec�on (or Por�on of the premium atributed to each of the following categories report 
sec�on, if applicable) for addi�onal informa�on on how to fill out the reports. 
 

6. If you want to con�nue the survey later, click “Close & Resume Later” to exit the survey. All 
completed reports will be saved.  

 
 
 
 

Return to Table of Contents 
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Revising a completed report 
 

1. Click “Click here to view and resubmit survey data if needed” to the right of the completed report 
you want to revise. 

 
 

2. The detailed report will appear on the botom, under the list of all the reports. You will not be able 
to edit individual rows. To make changes, click “Clear data & resubmit.” (This will clear the report and 
make it available again for data entry.) 

 
 

3. Click “Click here to con�nue” to enter the data into the report you selected to clear.  

 
 
See Filling out a report method 1: INDIVIDUAL ENTRY or Filling out a report 2: Copy and Paste sec�on 
(or Por�on of the premium atributed to each of the following categories report sec�on, if 
applicable) for addi�onal informa�on on how to fill out the reports. 
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4. If you want to con�nue the survey later, click “Close & Resume Later” to exit the survey. All 

completed reports will be saved.  

 
 
 
 

Return to Table of Contents 
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Submitting a survey 
 

1. Review all the completed reports to make sure they are accurate. Click “Click here to view and 
resubmit survey data if needed” to review each report. 

 
  

2. The detailed report will appear on the botom, under the list of all the reports. You will not be able 
to edit individual rows. If you need to make any changes, see the Revising a completed report 
sec�on for addi�onal informa�on on how to do so. 

 
 

3. Once you have verified that everything is correct, simply click “Close” at the botom of the page. 
Note that this op�on is only available when all the reports are completed.  
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4. You will receive the following submission confirma�on message on the webpage. 

 

 
5. Check your email a submission confirma�on email. Save the email for your records. 

 

 
 
 

Return to Table of Contents  
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Revising a submitted survey 
 

1. To make correc�ons to a submited survey, use the Submitting Confirmation Code provided in the 
submission confirma�on email.  

 

 

2. Access the survey and click “Resume Survey.” 

 
 

3. Fill out the Submitter’s Email Address and Submitting Confirmation Code (provided in the 
confirma�on email). Click “Resume Survey.” 

 
 

4. See the Revising a completed report sec�on for informa�on on how to revise a report. When done, 
see the Submi�ng a survey sec�on for informa�on on how to submit the survey (again). 

 

Return to Table of Contents   
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Common errors & solutions 
  
Error: One or more of the required fields was not completed and you cannot move on to the next 
page. 

 
 
Solu�on: 
Correct the error by inpu�ng the correct informa�on in the required field and click “Next Drug.” 
 
 
Error: You did not input the informa�on required in the correct manner, resul�ng in an overall survey 
error: 

 
 
Solu�on: 
Exit the survey. Go back to your confirma�on email and click on the link to resume the survey. See 
Resuming a survey sec�on for more informa�on on how to resume the survey. Note that the last 
report that you worked on (where the error occurred) will not be saved but all the reports prior to 
that will).  
 
 
Error: You did not click “Update” or “Cancel” a�er edi�ng one of the fields in a completed report and 
the data cannot be saved. 

 
 
Solu�on: 
Click “Update” or “Cancel” in the appropriate row where the edit was ini�ated. Then click, “Save & 
Next.” 
 
. 
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Error:  You did not copy and paste the correct number of columns and/or rows when using the copy 
and paste method to fill out the report.  

 

 
Solu�on: 
Double check the required format of the report by clicking on “Click here to view the sample data to 
copy” and make sure you are copying over the data in the correct format. Paste it in the textbox and 
click “Show Data.” 
 
 
 

Return to Table of Contents 
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