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COB:R

Coordination of
Benefits and Recovery

Commercial Repayment Center Portal (CRCP)
Account Designee Maintenance

Version 1.7, 10/10/2016
Note: CMS reserves the right to medify this presentation. To ensure you have the most current version, verify that the version and date
on this page match the version and date on the corresponding page of the PDF currently available on: http://go.cms.gov/cobro.

Slide notes

Welcome to the Commercial Repayment Center Portal (CRCP) Account Designee Maintenance course. As a
reminder, you may view the slide number you are on by clicking the moving cursor. Additionally, you can view
the narration by clicking the CC button in the lower right hand corner of the screen.
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Disclaimer

While all information in this document is believed to be correct
at the time of writing, this Computer Based Training (CBT) is for
educational purposes only and does not constitute official
Centers for Medicare & Medicaid Services (CMS) instructions.
All affected entities are responsible for following the
instructions in the CRCP User Guide found under the Reference
Materials menu found at the following link:
https://www.cob.cms.hhs.gov/CRCP/.

Slide notes

While all information in this document is believed to be correct at the time of writing, this Computer Based

Training (CBT) is for educational purposes only and does not constitute official Centers for Medicare & Medicaid
Services (CMS) instructions.

All affected entities are responsible for following the instructions in the CRCP User Guide found under the
Reference Materials menu at the following link: https://www.cob.cms.hhs.gov/CRCP/.
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Course Overview

* How an Account Manager oversees Account
Designees

= |nvite/add an Account Designees to a CRCP account

: L —
= Update Account Designee information -
_
° Re-generate invitation e-mail

= Delete an Account Designee from a CRCP account '

Slide notes

This course explains how the Account Manager can invite/add individuals (Account Designees) to assist with a
CRCP account. It describes how to update Account Designee information and how to re-generate the invitation
e-mail. It also explains how to delete Account Designees from an account.
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CRCP Account

Slide notes

Each CRCP account must have an assigned Account Manager who is established during the Account Setup
process. This person controls the administration of the organization’s account and recovery case workload.

The Account Manager may choose to manage the entire account by themselves or may invite up to 100
individuals (Account Designees) to assist in this process.

Account Designees can assist the Account Manager with the following recovery case activities: tracking Group
Health Plan (GHP) cases, reviewing and responding to Primary Payment Notices (PPNs), and submitting
documented defenses.
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Skip Mavigation | Login ID : (@ Frint this page

CINM'S Commercial Repayment Center Portal COB:R

Coordination of

CENTERS FOR MEDICARE & MEDICAID SERVICES Benefits and Recovery

Home User Options = About This Site - CMS Links How To... = Reference Materials ~ Contact Us Log Off

Account Listing @ Quick Help

The Account IDs associated to your Login 1D are listed on this page. Select the Account ID you want to access by clicking the appropriate Account ID link. To view a list of all
Tax Identification Numbers (TINs) associated to an Account ID, click the corresponding View TINs Listing link.

Account ID Company Name Associated TINs

View TINs Listing

Privacy Policy | User Agreement

Slide notes

To add Account Designees, the Account Manager logs into the CRCP at the following link:
https://www.cob.cms.hhs.gov/CRCP/. After a successful login, the Account Listing page displays.

This page lists the accounts associated to your Login ID. Select the Account ID link for the account you want to
invite a designee.
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Skip Navigation | Login ID : I

CIM'S Commercial Repayment Center Portal COB:R

Coordination of

CENTERS FOR MEDICARE & MEDICAID SERVICES Benefits and Recovery
Home User Options « Account Settings « About This Site « CMS Links « How To... = Reference Materials « Contact Us Log Off
& Quick Help

Account Detail

You have selected Account ID

Information associated to this Account ID will be presented on applicable pages in the Commercial Repayment Center Portal You may access these pages using the links
provided on this page.

If you would like to access a different Account 1D, click Previous or Home. When the Account Listing page displays, select the Account ID you would like to access

Available Actions

To View demands/case information or to To view a Primary Payment Notice (PPN) or To request access to information related to a
submit defense documentation, click this link: submit a PPN response, click this link: letter that is not yet associated to this Account
ID, click this link:

Demand Listing PPN Listing
Request Letter Access

To remove access related to a letter associated to this Account ID, the Account Manager for this Account must contact an EDI Representative at the Benefits Coordination
Recovery Center (BCRC) and provide them with key information from the letter that should be removed. EDI Representatives can be reached at: (646) 458-6740

Previous

Privacy Policy | User Agreement

Slide notes

The Account Detail page displays. The Account ID selected is shown at the top of the page. If you have selected
the incorrect Account ID, click Previous to return to the Account Listing page.
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Skip Navigation | Login ID:m [l Print this page

CIM'S Commercial Repayment Center Portal COB:R

Coordination of
CENTERS FOR MEIDICARE & MEDBCAID SERWICH Banefits and Recovery

Home User Options Account Setfings « About This Site = CMS Links HowTo.. = Reference Materials = Contact Us Log Off

View or Update Authorized Representative (AR) Information

. £} Quick Help
Account Detail Designee Maintenance

You have selected Accour  YIEW Account Activity

Information associated to this. View Associated TINs

:nt Center Portal. You may access these pages using the links
provided on this page.

If you would like to access a difierent Account ID, click Previous or Home. When the Account Listing page displays, select the Account 1D you would like to access.

Available Actions

To View demands/case information or to To view a Primary Payment Notice (PPN) or

To request access to information related to a
submit defense documentation, click this link: submit a PPN response, click this link:

letter that is not yet associated to this Account
1D, click this link:

Demand Listing PPN Listing

Request Lefter Access

To remove access related to a letter associated to this Account ID, the Account Manager for this Account must contact an EDI Representative at the Benefits Coordination
Recovery Center (BCRC) and provide them with key information from the letter that should be removed. ED| Representatives can be reached at: (646) 458-6740.

Previous

Frivacy Policy | User Agreement

Slide notes

Select Designee Maintenance from the Account Settings drop-down menu.
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Skip Mavigation | Login ID : [l Print this page

CIMS Commercial Repayment Center Portal COB:R

Coordination of

CENTERS FOR MEDPCARE & MEDICAID SERVICHS Benefits and Recovery
Home User Options = Account Settings ~ About This Site « CMS Links « How To... = Reference Materials « Contact Us Log Off
©) Quick Help

Account Designee Listing
The individuals listed on this page were invited to be Account Designees for Account ID: ##%= _ As an Account Manager, you can Add, Edit, or Delete Account Designees.

To invite an individual to become an Account Designee for this Account ID, click the Add Designee button. Individuals who are added as Designees will receive an e-mail notifying
them that they have been invited to be an Account Designee for this Account. To edit an Account Designee's personal information, click their Last Name. Note: You can only edit
Account Designee’s in Pending Status. To delete a Designee from this Account ID, click the [X] to the left of their name.

Click Cancel to transfer to the Account Detail page.

Delete Last Name First Name Email Address Passphrase Status
~ - Kevin " " Tomato garden  Active
ra Carol & Active
Fo Designee Test . Pending
~ Marielle S Active
~ Marcus ‘ - Active

Cancel | EUIERI T

Privacy Policy | User Agreement

Slide notes

The Account Designee Listing page displays. This page lists all designees that have been invited or assigned to the
account. To add an Account Designee, you must first invite them. To begin this process, click Add Designee.
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Skip Mavigation | Login ID : |

CIMS Commercial Repayment Center Portal COB:R

Coordination of
Benefits and Recovery

CENTERS FOR MEDICARE & MEDICAID SERVICES

Home User Options = Account Setlings ~ About This Site « CMS Links = How To... = Reference Materials « Contact Us Log Off

’ 7 @ Quick Help
Account Designee Information

Please enter the e-mail address of the individual you would like to invite to be an Account Designee for Account ID: and then click Continue. The Commercial Repayment
Center Portal (CPRP) will determine if the intended Designee is a registered user. An existing, registered user can be an Account Designee for your Account ID as long as they are
not already registered as an Authorized Representative for any Account ID, or the Account Manager for the same Account ID.

Click Cancel to return to the Account Designee Listing page without inviting an Account Designee.

An asterisk (*) indicates a required field
*Account Designee E-mail Address:

*Re-enter Account Designee E-mail Address:

Cancel Continue

Privacy Policy | User Agreement

Slide notes

The Account Designee Information page displays. Enter and re-enter the e-mail address of the individual you
wish to invite and click Continue.
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Slide notes
The CRCP will determine if the invited Account Designee is an existing user

(i.e., is an existing user of the Section 111 Coordination of Benefits Secure Web site (COBSW),Workers’
Compensation Medicare Set-Aside Portal (WCMSAP), Medicare Secondary Payer Recovery Portal (MSPRP)
and/or the CRCP (for another account)).

An existing user can be an Account Designee for your Account ID as long as they are not an Authorized
Representative for any CRCP Account ID, or the Account Manager for the same Account ID.
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CIM'S Commercial Repayment Center Portal COB:R

Coordination of

CENTERS FOR MEDICARE & MEDICAID SERVICH Benefits and Recovery

Home User Options « Account Settings « About This Site « CMS Links How To... » Reference Materials Contact Us Log Off

E = @ Quick Help
Account Designee Invitation

Please provide the Name and Passphrase for the individual that you would like to invite to be an Account Designee for this Account ID. The Passphrase can be any sequence of
words or text. It is case-sensitive and can be up to 30 characters long.

After you complete the invitation process, contact your Account Designee and provide them with the Passphrase They will need to enter it exactly as you did when they follow the
link in their invitation e-mail to register for the Commercial Repayment Center Porial (CPRP)

Click Continue to proceed with the invitation process. Click Cancel to tfransfer to the Account Designee Listing page without inviting this individual to become an Account Designee
for this Account ID

All fields are required.
*Designee First Name:
*Designee Last Name:
*Passphrase:

*Re-enter Passphrase:

Privacy Policy | User Agreement

Slide notes

When the Account Manager clicks Continue on the Account Designee Information page, the Account Designee
Invitation page displays. If the entered e-mail address is found in the system (i.e., the intended Account Designee
is already a user of the Section 111 COBSW, WCMSAP, MSPRP or CRCP),

this page displays the Designee First and Last Name and the Designee E-mail address as read-only data fields.
Confirm that the information displayed is correct and click Continue to proceed.

If the e-mail address is not found in the system, you must enter the first and last name for the invited Account
Designee, and create a Passphrase (a short, case-sensitive phrase, up to 30 characters). Enter and re-renter the
Passphrase. Do not cut and paste this information.

You must contact your Account Designee and provide them with the Passphrase. The Account Designee will need
this Passphrase to register. Click Continue to proceed.
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Skip Mavigation | Login ID : B Frint this page

CIMS Commercial Repayment Center Portal COB:R

Coordination of

CENTERS FOR MEDICARE & MEDICAID SERVICHS Benefits and Recovery

Home User Options = Account Setlings ~ About This Site « CMS Links = How To... = Reference Materials « Contact Us Log Off

’ 5 @ Quick Help
Account Designee Confirmation

The individual displayed on this page has been successfully added to this Account. Please provide them with the Passphrase you created on the Account Designee Invitation page.
They will need this to complete their registration.

If the invited Designee is already a registered user, they will receive an e-mail notifying them that they have been invited to become an Account Designee for this Account and may
access the Account by logging into the Commercial Repayment Center Portal (CRCP) with their existing Login ID and Password. If the invited Designee is not currently a registered
user, they will receive an e-mail with a link to register on the CRCF website.

Account Designee First Name: Test
Account Designee Last Name: Designee

Account Designee E-mail:

Privacy Policy | User Agreement

Slide notes

The Account Designee Confirmation page displays. This page confirms that the Account Designee has been

invited to the account. Click OK.
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Skip Navigation | Login iD:- [l Print this page

CIMS Commercial Repayment Center Portal COB:R

Coordination of
CENTERS FOR MEDICARE & MEDICAID SERVICES Benefits and Recovery

Home  UserOpfions +  AccountSeftings»  AboutThisSite +  CMSLinks v  HowTo..~  Reference Materials»  ContactUs  Log off

Account Designee Listing € Quick Help
The individuals listed on this page were invited to be Account Designees for Account ID: As an Account Manager, you can Add, Edit, or Delete Account Designees.

To invite an individual to become an Account Designee for this Account ID, click the Add Designee button. Individuals who are added as Designees will receive an e-mail notifying
them that they have been invited to be an Account Designee for this Account. To edit an Account Designee’s personal information, click their Last Name. Note: You can only edit
Account Designee’s in Pending Status. To delete a Designee from this Account 1D, click the [X] to the left of their name

Click Cancel to transfer to the Account Detail page.

Delete Last Name First Name E-mail Address Passphrase Status
x Ben an Active
> Micheal Bt letmein Pending

(o=l  Add Designee

Privacy Policy | User Agreement

Slide notes

The Account Designee Listing page re-displays. If the entered e-mail address was found in the system, the
Account Designee is listed with an 'Active' Status. If the e-mail address was not found in the system, the Account
Designee is listed with a 'Pending' status.
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Invitation E-mail

Front DoMNotReply@cob.cms.hhs.gov [mailto: DoNotReply@cob.cms.hhs.gov]
Sent: Tuesday, Tuly 72, 2014 10:09 AM

Te:

Ce:

Subjecl: Desiynee Invilalion

** PLEASE DO NOTREPLY TO THIS EMAIL

Dear

You have been invited by . for Account ID: . to participatc in the Commercial Repavment
Center Portal (CR.CP) web poral process. Please follow this link to register:
hips Yyua cobocms hibs wov/CRCE desipnecRevisualionoken—Huy wZILMNZFL 17 vou have already registered,

please visit the Commercial Kepayment Centar Portal Welcome Page at hitps:/cob.cms hhs govwCRUP/ to login.

For any questions or problems please contactthe person named in the paragraph above.

This electronic message transmission s intended only for the person o1 entity to which it is addressed and may
contain intfommation that is privileged. contidential or otherwise protected trom disclosure. 1f yvou have received
this rransmission, hur are nar the intended recipient. yon are herehy norified thar any disclosire, mopying.
distribution or usc cf the centents of this information is strictlv prohibited. If vou have reecived this c-mail in
ewor, please contact the BCRC Electronic Data Interchange (EDI) Department at (646) 438-6740 and delete and
destroy the crigingl message and all copies.

Slide notes

Once the invitation process is complete, the Account Designee will receive an e-mail notifying them that they
have been invited to be an Account Designee for the account.

If the Account Designee is an existing user (i.e., is already a user of the Section 111 COBSW, WCMSAP, MSPRP or
the CRCP), they will be notified that they may log into the CRCP and complete tasks related to the CRCP account.

If the Account Designee is not an existing user, they will be instructed to click on the link provided in the e-mail.
This link will transfer them to a CRCP registration page where they will be required to enter the Passphrase that
you created.

When they have completed the registration process, the Account Designee will be able to access the CRCP
account.
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Update Account Designee Information

Slide notes

Account Designees in ‘Pending’ status have not yet registered on the CRCP. An Account Manager can edit
personal information for Account Designees in ‘Pending’ status.

Account Managers can only view personal information for Account Designees in ‘Active’ status. Once the

Account Designee has registered and has a Login ID, the Account Manager cannot make changes to the Account
Designee's information other than deleting the Account Designee from the account.
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Skip Mavigation | Login ID : [l Print this page

CIMS Commercial Repayment Center Portal COB:R

Coordination of

CENTERS FOR MEDBCARE & MEDICAID SERVICES Benefits and Recovery

Home User Options = Account Settings ~ About This Site « CMS Links « How To... = Reference Materials « Contact Us Log Off

Account Designee Listing @ Quick Help

The individuals listed on this page were invited to be Account Designees for Account ID: ##%= _ As an Account Manager, you can Add, Edit, or Delete Account Designees.

To invite an individual to become an Account Designee for this Account ID, click the Add Designee button. Individuals who are added as Designees will receive an e-mail notifying
them that they have been invited to be an Account Designee for this Account. To edit an Account Designee's personal information, click their Last Name. Note: You can only edit
Account Designee’s in Pending Status. To delete a Designee from this Account ID, click the [X] to the left of their name.

Click Cancel to transfer to the Account Detail page.

Delete Last Name First Name Email Address Passphrase Status
~ - Kevin " " Tomato garden  Active
ra Carol & Active
Fo Designee Test . Pending
~ Marielle S Active
~ Marcus ‘ - Active

Cancel | EUIERI T

Privacy Policy | User Agreement

Slide notes

To make changes to an Account Designee's personal information in 'Pending' status, go to the Account Designee
Listing page and click the last name of the individual whose information you wish to update.

Page 16 of 27



Account Designee Maintenance Monday, October 10, 2016

Slide 17 - of 27

Skip Navigation | Login ID: (@ Frint this page

Commercial Repayment Center Portal COB:R

Coordination of

CENTENS FOR MEDICARE & MEDICAND SERVICES Benofits and Recovery

Home User Options - Account Settings ~ About This Site ~ CMS Links « How To.. = Reference Materials ~ Contact Us Log Off

Update Account Designee Information 8 Cusck Help

The information currently associated with the selected Account Designee is displayed. The Account Manager may update any of this information and if needed, regenerate the
invitation e-mail to the Account Designee.

Click Continue to submit your changes or click Cancel to transfer to the Account Designee Listing page without submitting your changes

An asterisk (%) indicates a required field.

*Account Designee First Name: Test
*Account Designee Last Name: Designee
*Account Designee E-mail Address: testing123@email.com

*Re-enter Account Designee E-mail Address:
*Passphrase: Grass is green

‘Re-enter Passphrase:

] Regenerate invitation e-mail with new token link for Account Designee

Cancel Continue

Privacy Policy | User Agreement

Slide notes

The Update Account Designee Information page displays. The personal information previously entered for the
Account Designee is shown and is open for editing. Revise the information as needed and click Continue.
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Skip Navigation | Login ID : [@ Print this page

CMS Commercial Repayment Center Portal COB&R

Coordination of

CENTERS FOR MEDICARE & MEDICAID SERVICES Benefits and Recovery

Home User Options = Account Settings « About This Site CMS Links « How To... = Reference Materials ~ Contact Us Log Off

Update Account Designee Confirmation Wi

The information for the following Designee has been successfully updated.

Click the Continue bution to return to the Account Designee Listing page.

Designee First Name: Test
Designee Last Name: Designee
Designee E-mail Address: testing 123@email.com

Privacy Policy | User Agreement

Slide notes

The Account Designee’s personal information is updated and the Update Account Designee Confirmation page
displays.
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Regenerate Invitation E-mail

* If Account Designee misplaces/deletes e-mail

= Account Manager can regenerate e-mail

* Previously-generated link will no longer work once new
e-mail is generated

* Invitations only regenerated for Account Designees in
‘Pending’ status

Slide notes

If the Account Designee has misplaced or deleted the invitation e-mail, it can be regenerated. The token link in

the previous invitation e-mail will no longer work once a new e-mail is generated. Invitation e-mails can only be
regenerated for Account Designees in 'Pending' status.
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Skip Mavigation | Login ID : [l Print this page

CIMS Commercial Repayment Center Portal COB:R

Coordination of

CENTERS FOR MEDBCARE & MEDICAID SERVICES Benefits and Recovery

Home User Options = Account Settings ~ About This Site « CMS Links « How To... = Reference Materials « Contact Us Log Off

Account Designee Listing @ Quick Help

The individuals listed on this page were invited to be Account Designees for Account ID: ##%= _ As an Account Manager, you can Add, Edit, or Delete Account Designees.

To invite an individual to become an Account Designee for this Account ID, click the Add Designee button. Individuals who are added as Designees will receive an e-mail notifying
them that they have been invited to be an Account Designee for this Account. To edit an Account Designee's personal information, click their Last Name. Note: You can only edit
Account Designee’s in Pending Status. To delete a Designee from this Account ID, click the [X] to the left of their name.

Click Cancel to transfer to the Account Detail page.

Delete Last Name First Name Email Address Passphrase Status
~ - Kevin " " Tomato garden  Active
ra Carol . Active
Fo Designee Test e Pending
~ Marielle S Active
~ Marcus ‘ - Active

Cancel | EUIERI T

Privacy Policy | User Agreement

Slide notes

To regenerate the invitation e-mail, go to the Account Designee Listing page and click the last name of the
individual that needs the e-mail regenerated.
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CENTENS FOR MEDICARE & MEDICAND SERVICES Benofits and Recovery

Home User Options - Account Settings « About This Site « CMS Links ~ How To... = Reference Materials ~ Contact Us Log Off

Update Account Designee Information 8 Cusck Help

The information currently associated with the selected Account Designee is displayed. The Account Manager may update any of this information and if needed, regenerate the
invitation e-mail to the Account Designee.

Click Continue to submit your changes or click Cancel to transfer to the Account Designee Listing page without submitting your changes

An asterisk (%) indicates a required field.

*Account Designee First Name: Test
*Account Designee Last Name: Designee
*Account Designee E-mail Address: testing123@email.com

*Re-enter Account Designee E-mail Address:
*Passphrase: Grass is green

‘Re-enter Passphrase:

] Regenerate invitation e-mail with new token link for Account Designee

Cancel Continue

Privacy Policy | User Agreement

Slide notes

The Update Account Designee Information page displays. Select the Regenerate invitation e-mail check box
beneath the Account Designee’s personal information and then click Continue.
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CIMS Commercial Repayment Center Portal COB:R

Coordination of

CENTERS FOR MEDBCARE & MEDICAID SERVICES Benefits and Recovery
Home User Options = Account Settings ~ About This Site « CMS Links « How To... = Reference Materials « Contact Us Log Off
€ CQuick Help

Account Designee Listing
The individuals listed on this page were invited to be Account Designees for Account ID: *+ . As an Account Manager, you can Add, Edit, or Delete Account Designees.

To invite an individual to become an Account Designee for this Account ID, click the Add Designee button. Individuals who are added as Designees will receive an e-mail notifying
them that they have been invited to be an Account Designee for this Account. To edit an Account Designee's personal information, click their Last Name. Note: You can only edit
Account Designee’s in Pending Status. To delete a Designee from this Account ID, click the [X] to the left of their name.

Click Cancel to transfer to the Account Detail page.

Delete Last Name First Name Email Address Passphrase Status
~ - Kevin " - Tomato garden  Active
ra Carol & Active
Fo Designee Test - Pending
~ Marielle S Active
~ Marcus - Active

Cancel | EUIERI T

Privacy Policy | User Agreement

Slide notes

The Account Designee Listing page re-displays. The system re-generates the invitation e-mail and sends it to the
e-mail address registered for the Account Designee.

To remove an Account Designee from the CRCP account, click the X next to the individual’s name.
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CENTERS FOR MEDICARE & MEDICAID SERVICES.

Banefits and Recovery

Delete Account Designee Confirmation RESst ity

Please review the information displayed on this page to confirm that this individual should no longer have access to Account ID: . Click OK to proceed with the delete request.
This will remove this individual's access to this Account ID only. The Account Designee will retain access to all other Account IDs to which hefshe is currently associated.

Click Cancel to transfer to the Account Designee Listing page without deleting this individual from this Account ID.
Designee First Name: Test
Designee Last Name: Designee

Designee E-mail:

|

Privacy Policy | User Agreement

Slide notes

The Delete Account Designee Confirmation page displays. If you do not want to delete this Account Designee

from the CRCP account, click Cancel to return to the Account Designee Listing page. The Account Designee will
still be listed with their status unchanged.

If you do want to delete this Account Designee from the CRCP account, click OK.
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& Quick Help

Account Designee Listing
The individuals listed on this page were invited to be Account Designees for Account ID: % _ As an Account Manager, you can Add, Edit, or Delete Account Designees.

To invite an individual to become an Account Designee for this Account ID, click the Add Designee button. Individuals who are added as Designees will receive an e-mail notifying
them that they have been invited to be an Account Designee for this Account. To edit an Account Designee's personal information, click their Last Name. Note' You can only edit
Account Designee's in Pending Status. To delete a Designee from this Account ID, click the [X] to the left of their name,

Click Cancel to transfer to the Account Detail page.

Delete Last Name First Name Email Address Passphrase Status
~ - Kevin . . Tomato garden  Inactive
rad Carol * Active
F . Marielle - Active
=~ Marcus + - Active

Cancel Add Designee

Privacy Policy | User Agreement

Slide notes

The Account Designee Listing page displays. The Account Designee that was deleted will no longer appear on the
listing and will no longer be able to access this CRCP account. Note: The Account Designee will not be deleted
from any other account they are associated with.
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sistance

Contact EDI Representative for assistance with Account
Designee maintenance

Slide notes

If you are unable to add, update or delete an Account Designee from your account, please contact an Electronic
Data Interchange (EDI) Representative. EDI Representatives are available at: (646) 458-6740.
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COB:R

Coordination of
Benefits and Recovery

this course can be referenced by using the

CP User Guide found under the Reference
Materials menu at the following link:
https://www.cob.cms.hhs.gov/CRCP/.

Slide notes

You have completed the CRCP Account Designee Maintenance course. Information in this course can be
referenced by using the CRCP User Guide found under the Reference Materials Menu at the following link:
https://www.cob.cms.hhs.gov/CRCP/.
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Ou have any questions or feedback on this
aterial, please go to the following URL:
ttps://www.surveymonkey.com/s/CRCPTraining.

Slide notes

If you have any questions or feedback on this material, please go to the following URL:
https://www.surveymonkey.com/s/CRCPTraining.
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	The Account Designee Confirmation page displays. This page confirms that the Account Designee has been invited to the account. Click OK. 
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	The Account Designee Listing page re-displays. If the entered e-mail address was found in the system, the Account Designee is listed with an 'Active' Status. If the e-mail address was not found in the system, the Account Designee is listed with a 'Pending' status. 
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	Account Designees in ‘Pending’ status have not yet registered on the CRCP. An Account Manager can edit personal information for Account Designees in ‘Pending’ status. 
	Account Managers can only view personal information for Account Designees in ‘Active’ status. Once the Account Designee has registered and has a Login ID, the Account Manager cannot make changes to the Account Designee's information other than deleting the Account Designee from the account. 
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	To make changes to an Account Designee's personal information in 'Pending' status, go to the Account Designee Listing page and click the last name of the individual whose information you wish to update. 
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	The Update Account Designee Information page displays. The personal information previously entered for the Account Designee is shown and is open for editing. Revise the information as needed and click Continue. 
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	The Account Designee’s personal information is updated and the Update Account Designee Confirmation page displays. 
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	If the Account Designee has misplaced or deleted the invitation e-mail, it can be regenerated. The token link in the previous invitation e-mail will no longer work once a new e-mail is generated. Invitation e-mails can only be regenerated for Account Designees in 'Pending' status. 
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	To regenerate the invitation e-mail, go to the Account Designee Listing page and click the last name of the individual that needs the e-mail regenerated. 
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	The Update Account Designee Information page displays. Select the Regenerate invitation e-mail check box beneath the Account Designee’s personal information and then click Continue. 
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	The Account Designee Listing page re-displays. The system re-generates the invitation e-mail and sends it to the e-mail address registered for the Account Designee. 
	To remove an Account Designee from the CRCP account, click the X next to the individual’s name. 
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	The Delete Account Designee Confirmation page displays. If you do not want to delete this Account Designee from the CRCP account, click Cancel to return to the Account Designee Listing page. The Account Designee will still be listed with their status unchanged. 
	If you do want to delete this Account Designee from the CRCP account, click OK. 
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	The Account Designee Listing page displays. The Account Designee that was deleted will no longer appear on the listing and will no longer be able to access this CRCP account. Note:  The Account Designee will not be deleted from any other account they are associated with. 
	 
	Slide 25 - of 27 
	P
	Span
	Span
	 
	InlineShape

	Slide notes 
	If you are unable to add, update or delete an Account Designee from your account, please contact an Electronic Data Interchange (EDI) Representative. EDI Representatives are available at: (646) 458-6740. 
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	You have completed the CRCP Account Designee Maintenance course. Information in this course can be referenced by using the CRCP User Guide found under the Reference Materials Menu at the following link: https://www.cob.cms.hhs.gov/CRCP/. 
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	If you have any questions or feedback on this material, please go to the following URL: https://www.surveymonkey.com/s/CRCPTraining. 
	 
	 



