Template Instructions – Marketing Event Upload  
1. Per the Excel template, the upload file should contain the following fields in the sequence given below: 
A field with an asterisk (*) before it is a required field. The required fields cannot be left blank. 

*Contract Number
*Presentation Language

 Presentation Language if Other

*Event Type

*Event Name
*Event Date 
*Event Time 
 Brokerage Firm/Agency
*Facility Type

 Facility Type if Other

*Representative / Agent National Producer Number

*Representative / Agent Name
*Venue Name
*Venue Phone 
*Venue Address1
 Venue Address2 
*Venue City
*Venue State 
*Venue Zip Code 
*Event Contact 
*Event Contact Phone 

2. This section provides descriptions of each of the fields and their formats.  Note:  A few of these fields require entries from a list of allowable values as described below. 
Contract Number – 
Format: Freedom - H5427  or Optimum - H5594 
Field Description: Enter a contract available to you. Only single contracts should be entered. The contracts associated with MCEs should not be listed here. (Users can only specify contract numbers assigned to their USER ID.)
Presentation Language – 
Format: Enter any one of the following options: Armenian, Chinese, English, Korean, Spanish,  Russian, Other 
Field Description: Indicates the language in which the presentation will be conducted during the event.  A specific language will need to be entered from the above list. Specify ‘Other’ to subsequently indicate a language that is not included in the above list
Presentation Language if Other- 
Format: Text with no more than 50 characters.
Field Description: Enter any other language name, if ‘Other’ is specified as the Presentation Language.
Event Type –
Format: Enter any one of the following values: Formal, Informal, Educational
Field Description: Indicates the type of event, if its formal, informal or educational.

Event Name – 
Format: Text with no more than 100 characters 
Field Description: Indicates the name of  an event.


Event Date – 
Format: Date field in mm/dd/yyyy format

Field Description: Enter date of the event. The date must be within the specified event period and cannot be past dates.

Event Time – 
Format: Time field in hh:mm AM/PM format

Field Description: Enter the time of the event.


Brokerage Firm/Agency -

Format:  Alphanumeric with no more than 100 characters 
Field Description: The name of the Brokerage firm or agency if any.
Facility Type-
Format: Enter any one of the following: County /State fair (booth/kiosk), Doctor’s office, Food bank, Grocery store, Health fair, Hospital, Hotel, Library, Mall kiosk, Nursing home, Recreation center, Recreational vehicle, Religious facility, Restaurant, Retail store, school, Senior center, Other
Field Description: Indicates the type of facility where the event will be conducted.  A specific facility type should be entered from the list above. In order to specify a facility type not in the list, enter “Other” and then indicate the type of facility in the next data field. 
Facility Type if Other-
Format:  Text with no more than 50 characters
Field Description: Enter name of the facility if ‘Other’ is entered as the facility type.

Representative/Agent National Producer Number- 
Format: Alpha Numeric text with no more than 50 characters
Field Description: Representative or the Agent National Producer number. Enter N/A if not applicable. 
Representative/ Agent Name – 
Format: Text with no more than 100 characters
Field Description: The name of the represenatative or agent who will be present at the event. Enter N/A if not applicable.

Venue Name –

Format: Text with no more than 100 characters 
Field Description: The name of the venue where the event is conducted.

Venue Phone –

Format: Phone number with 999-999-9999 x9999 format

Field Description: The phone number of the venue, where the event is conducted. 

Venue Address1 –

Format: Alphanumeric with  no more than 50 characters. 
Field Description: The address line 1 of the venue where the event is conducted.


Venue Address2 – 
Format: Alphanumeric with no more than 50 characters.
Field Description: The address line 2 of the venue where the event is conducted.


Venue City – 
Format: Text with no more than 50 characters.
Field Description: The name of the city,  where the event venue is.


Venue State – 
Format: Text field, with State abbreviation in all capital letters (e.g., MD) 
Field Description: The state, where the event venue is.


Venue Zip Code – 
Format:  Standard zip code format.(e.g ., 99999 or 99999-9999)

Field Description: The zip code of the event venue.


Event Contact – 

Format:  FirstName LastName 
Field Description: The name of a contact person at the venue. .


Event Contact Phone – 
Format: Standard phone number format (e.g., 999-999-9999 x9999)
Field Description: The phone number of the venue..

3. Only one contract number can be entered on a single event row in the upload file.  If an event covers multiple contract numbers, enter a single contract number in the row for that particular event. 

4. The following special characters are prohibited from the upload file: < > ; 
5. All fields are required in the upload file (except for the ‘Presentation language if Other’ or ‘Facility type if Other’ fields. These fields are required if ‘Other’ was entered for the ‘Presentation language’ or ‘Facility type’ fields respectively.    

6. All events must occur within the reporting period 
7. When an upload file is submitted, HPMS will validate your file format as well as the field formats, as described above.  Prior to the propagation of these data into the HPMS database, the plan user will be presented with a validation results page.  This page will list both successfully validated rows and rows that have failed the validation checks.  The plan user will not be able  to continue with the uploads/submissions unless all the rows are successfully validated. The plan user has to go back and correct the upload file and then attempt a resubmission.  

8. The plan user can view their uploaded event records using the “View Event” function. 

9. The plan user can only upload marketing events for those contract numbers that are assigned to the plan user’s CMS user ID.  

10. Each upload will result in the creation of new events in HPMS for the designated contract number(s).  Consequently, it is imperative that you do NOT upload the same set of events more than one time.  It is acceptable to upload more than once, but there must be unique marketing events in each upload file.  

11. Plan users can utilize both the data entry and upload features.  However, please note that the submission of data via either mechanism will result in the creation of new marketing events in HPMS.  
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