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Supplier Quick Reference 
Final Project Attestation Process  

  

Reminders: 
 

Supplier should Attest only Once, at the completion of the Entire project 
 

Attestation should NOT be completed after (each) individual document/template upload. 
 

Final project attestation should occur only after Supplier has validated that ALL required 
compliance documentation has been uploaded and was “successfully accepted” by the system.   
 

An “Upload Status” email should be received after the uploaded template has been validated by the 
system to confirm that All template records were “Successfully Accepted” by the system.  
 

Before Final Attestation (and on a regular/quarterly basis), Supplier should “Request a Close-Out 
Report” to validate that all HCP “payments/value exchange” details for the project are complete, 
accurate and not duplicated.  All upload errors must be corrected before Final Attestation. 
  
 
FINAL PROJECT ATTESTATION: 
 

Step 1:  Go to the “Data Template/Document Upload” Login Screen 
 

• Enter PO Number 
 

• Enter appropriate calendar year of majority activity  
 

• Click the “ATTEST” button  
NOTE:  This is different from the regular Upload process where the “Next” button would be clicked 

 
       

 

NOTE – Do NOT 
select “Data 
Template / 
Document Type” 
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Step 2:   Final Review/Verification of All Supplier Upload Activity  
 

• If completing the Final Attest process, after clicking the “Attest” button on the “Upload Login” screen, the 
User will be directed to a Second Screen that will list All Supplier upload activity for the associated PO # (i.e., 
data templates, related template error files, if applicable, and supporting documents). 

 
• Review the uploaded Documents to verify that all required documents have been attached (refer to the 

“Compliance Documentation Matrix” for documentation requirements) 
 

• Validate that all uploaded Data Template files have no remaining error files that still need correction  
 

              
 
Step 3:   Complete Final Attestation for the Entire Project 

Page 2 ‐ Displays all data 
templates and/or 
documents that have been 
uploaded and indicates if 
they have been attested 

 
Final Attestation consists of TWO parts: 

1. Attest - that the Final Activity report for the project has been reviewed and is accurate 

2. Attest – that all compliance requirements for the entire project have been met 

• Check the appropriate boxes  

• Click the “Attest” button   NOTE:  This will attest to ALL the  uploaded files listed on the screen  

• User will be returned to the “Data Template/Document Upload” Login screen 
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Step 4:  Email notification to Project Manager and Supplier AFTER Supplier Attests  
 

• After a Supplier “Attests”, an email notification will be sent to both the Project Manager and Supplier (see 
below).   The email will include project Close Out Reports for review.  

• Upon receipt of the email, both the Project Manager & Supplier should review the Close Out Reports to 
validate that the HCP payment data is accurate, complete and not duplicated, and that all required 
documentation has been loaded by the Supplier.  

• If corrections or additional documentation is needed, the Supplier and Project Manager should discuss. 

• Once all requirements have been met, the Project Manager can formally Close the project in the system 

 

NOTE:  Once a project is in “Closed” status, a Supplier can no longer upload against the project.  If additional 
documentation or adjustments are needed, Supplier must contact the Project Manager to “re-open” the project. 

    

 


