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Version 2.6, 01/11/2021
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) Personal Identification Number (PIN)
Request 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 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: CRCP Website.

Page 2 of 25


https://www.cob.cms.hhs.gov/CRCP/

PIN Request Monday, January 11, 2021

Slide 3 of 23 - Course Overview

Course Overview

* Registration and Account Setup - 2 Steps
= Step 1 - PIN Request
o CRCP User Roles
o Authorized Representative’s next steps

= Step 2 - Account Setup

o See “Account Setup” course

Slide notes
The CRCP requires a two-step process to register and setup a new account:

Step 1: PIN Request (performed by the Authorized Representative, or another person on the
Authorized Representative’s behalf) and Step 2: Account Setup (performed by the Account Manager).

This module reviews the PIN Request process, including the CRCP User Roles and Authorized
Representative’s next steps after PIN Request completion. See the “Account Setup” course for
information on Step 2.
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Authorized Representative

* Legal authority to bind the company to a contract and the
terms of the CRCP requirements

* Note: If the person named as the Authorized Representative
needs to be replaced after the registration has been
completed, the Account Manager can make the change on
the CRCP

Slide notes
To begin, the employer/insurer entity must identify the Authorized Representative.

The Authorized Representative is the individual who has the legal authority to bind the company to the
contract and the terms of CRCP requirements and processing.

Note: If the person named as the Authorized Representative needs to be replaced after the PIN
Request has been completed, the Account Manager can make the change on the CRCP.
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Authorized Representative

Complete the PIN Request

Designate the Account Manager

Approve Account Setup

Sign and return the Profile Report

Slide notes

The Authorized Representative, or someone approved by the Authorized Representative, must
complete the PIN Request on the CRCP and provide all of the information requested by the system.

This person is responsible for designating the Account Manager.

Additionally, the Authorized Representative must approve the Account Setup, by physically signing the
Profile Report and returning it to the Benefits Coordination & Recovery Center (BCRC) Electronic Data
Interchange (EDI) Department. The Profile Report is generated after the Account Setup process is
completed.

It includes all information previously recorded during the PIN Request, and any additional information
provided during the account setup.
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Authorized Representative

* Cannot be a CRCP user

= Cannot be the Account Manager or Account Designee

» Can register as the Authorized Representative for more than
one CRCP account

Slide notes

The Authorized Representative cannot be an actual user of the CRCP, that is, cannot be the Account
Manager or Account Designee. However, he or she can register as the Authorized Representative for
more than one CRCP account.

Please note: Only those individuals who are assigned the role of an Account Manager or Account
Designee can access and use the CRCP.
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Account Manager and Account Designee

* Account Manager (only) functions
= Complete Account Setup
= Administer the CRCP account
= Invite other users (Account Designees to assist)
* Account Manager and Account Designee functions

* Track GHP recovery cases
» Submit documented defenses

Slide notes
The Account Manager is assigned by the Authorized Representative.

This individual is responsible for completing Account Setup, administering the account on the CRCP,
and inviting others to assist as Account Designees.

Both the Account Manager and the Account Designee have the ability to track Group Health Plan (GHP)
recovery cases and submit documented defenses.
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PIN Request on the CRCP

* PIN Request requires

= Account Type selection

= Company Tax Identification Number (TIN)

= Authorized Representative contact information
o Name, Job Title, Address, Phone and E-mail

= Letter Information (Defense or Demand)

o Letter ID

o Key piece of information from the letter

Slide notes
Once the Authorized Representative has been identified, they may complete the PIN Request process.

The PIN Request will require selection of the Account Type (Employer and Other Plan Sponsors or
Insurers and Claims Processing Third Party Administrators), Company Tax Identification Number or TIN;
Authorized Representative contact information, that is, Name, Job Title, Address, Phone and E-mail;
and letter information.

To supply the letter information, the Authorized Representative will need one of the following letters
that was received from the Commercial Repayment Center (CRC): Defense or Demand.

The Authorized Representative will need the Letter ID and a key piece of information from that letter.
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Commercial Repayment Center Portal COB&R

Coordination ol
CENTERS FOR MEDICARE & MEDICAID SERVICE Benefits and Recovery

Login Warning
UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM IS PROHIBITED BY LAW
This waming banner provides privacy ard security notices consistent with applicable federal laws, directives, and other federal guidance for accessing this Government
system, which includes: (1) this computer network, (2) all computers connected 1o this network, and (3) all devices and siorage media aftal{3ed tc th's network or to a computer

on this network. This sysiem is proviced for Government-authorized use only.
Unauthorized or improper use of this system is prohibited and may result in dsciplinary action, end'or civil and criminal penalties.

Personal use of social media and networking sites on this syslem is limited as to net interfere with official wark duties and is subject to monitoring
By using this system. you understand ard consert tc the following
“You have no reasonable expectation of privacy regarding any communication or data transiting or stored on this system

“The Gevernment may monitor, record, and audit your system usage, including usage of personal devices and email systems for official duties or to conduct HHS business
Therefore, you have no raasonablz expectation of privacy regarding any communication r data transiting or Stored on this system. At any time, and for any lawful Government
purpose, the Govemment may menitor, intercept, and search and seize any comrmunication or datz transting o stored on this system,

*Any communication or data transting o stored on this system may be disclosed or used for any lawful Government purpose
nttp:Awww.cms hihs. goviAbout-CMS/Agency-Information/Aboutwebsite/Security-Protocols. htmi

Privacy Act Statement

The collection of this information is authorizad by Secticn 1862(b) of the Social Security Act (codified at 42 U.S.C 1395y(b)) (see also 42, C.F.R. 411.24). The information
coliectzd will be used to identify and recover past conditional and mistaken Medicare primary payments and to prevent Medicare from making mistaken payments in the future
for those Medicare Sccondary Payer situations that continue to exist

Attastation of Information

The information provided is compizte. truthful, accurate, and meets all requirements set forth to use this process; and, | have read ard undzrsiand all of the Centers for
Medicare & Medicaid Services information at https:/ cms.goviMedicare/Coordination-of-Benefits-and-Recovery/Cocrdinaton-of-Benefits-and-Recovery-
Overview/CRCP/Commercial-Repayment-Center-Portal-.himi

LOG OFF INMEDIATELY if you do not agree to the conditions stated in this warning

Slide notes

The Authorized Representative, or another person on the Authorized Representative’s behalf, will
begin the PIN Request process by going to the CRCP URL at: https://www.cob.cms.hhs.gov/CRCP/.

Each time a user visits the CRCP Web site, the Login Warning page displays. This page provides
information about CRCP security measures including access, penalty and privacy laws.

This page can be printed from the CRCP by clicking the Print this page link on the Web site. Scroll to the
bottom of this page to review the entire statement.

All users must agree to the terms of this warning each time they access the CRCP. Click the | Accept link
at the bottom of the page to continue.
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CIMS Commercial'Repayment Center Portal COB:R

Coordinstion of
CHNIERS FOR AMIDICARE & MEDIOAD SIEVICES Bonefits and Recovery

About This Site « CMS Links = HowTo... = Reference Materials » Contact Us

Welcome to the CRCP

Tne Commercial Repayment Center Portal (CRCP) s a secure web-based system that provides Employers/Other

Ftan Sponsors and Insurers/Third Party Administrators with a way to manage their Group Health Flan (GHF)

recovery activities more efficiently. With the use of this portal, users may view demanc information on line and

submi defense documentztion electranically Login ID:

Sign in to your account:

For information about the availability of auxdiary aids and services, please visit:

hitpfisvaw medicare goviabout-us/nonciscrimination/nondiscrimination-notice hirl Forgot Login 1D
Password:

CRCP Messages

The CRCP will be unavailable nightly from approximately midnight - 2am Eastem Standard Time. Forgat Fassworc

Clear 2-Factor Login

Getling Started

To use this apolication, you must compiete a two-siep registration process to request a Personal Identiication
Mumter (PIM) and set up an account. For more informaton, please refer io the How to Get Started help document,
lccated under the How To menu on the Navigation bar. To begin the regisiration process. click the PIN Request

button
Step 1 Step 2
PIN Request Account p
{Leter 1D and TIN required) {Account 1D and PN required)
Slide notes

The Welcome to the CRCP page will display. Click PIN Request to initiate this process.
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@S Commercial Repayment Center Portal COB:R

Coordination of
Benefts ard Recovery

About This Site - CME Links ~ How To.. ~ Reference Materials -~ Contact Us

Quick Hel
Personal ldentification Number (PIN) Request o 2

The information requested on this page will be used to verify that the registrant has the comect credentials to register the entity for a Commercia Repayment Center Portal
(CRCF) account. In order to complete the PIN Request, you will need one of the following Ietters from the Commercial Repayment Center: Deferse or Demand Letters

Atthe successful completion of the PIN Request, you will

provided wity an Account ID and mailed a PIN which will be vsed by your Account Manager to complzte the final
part of the regisiration process and set up the account When you have compieted your eniry, cick Continue to proceed. Click Cancel lo cencel the PIN Request process.

An asterisk (") indicates a required fiexd

Company Information
“ Select the type of Account for which you are registering: -Pleese Select- ~

“Company TaX lgentlicaton Number | TIN|:

Letter Information

Entar and re-snter the Letier ID far the letter you are using to request a PIN: Friry Hint
" Letter ID:

“ Re-anter Letter ID:

* Select the type of letter you are using to request the PIN and provide the req key piece of infs ion for that letter type: Entry Hin

Defense Letter - Enter the Case ID:

Demand Letter - Enter the Total Cebt Due prirted on the letter: $

Cancel Continue

Slide notes
The Personal Identification Number (PIN) Request page displays.

The information entered on this page will be used to verify that you have the appropriate credentials
to create a CRCP account. All fields denoted with an asterisk are required.

Click the drop-down arrow to select the type of account you are registering for: employer (applies to
employers and other plan sponsors) or insurer (applies to insurers and claims processing Third Party
Administrators or TPAs). Enter the 9-digit Company TIN.

A masked TIN is found in the upper left corner of the Defense or Demand letter in the “Regarding”
section of the letter.

Note: The CRCP will not allow the Authorized Representative to complete the PIN Request with a blank
TIN. The TIN supplied is used to authenticate the registrant prior to establishing the CRCP account.

Enter and re-enter the Letter ID for the letter you are using to request the PIN. The Letter ID is a
number that begins with ‘86’.
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This number can be found in the upper left corner of the Defense or Demand letter in the “Regarding”
section of the letter.

You must enter all numbers when you are keying the Letter ID on this page. Spaces and special
characters are not allowed.
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@S Commercial Repayment Center Portal COB:R

Coordination of
Benefts ard Recovery

About This Site - CME Links ~ How To.. ~ Reference Materials - Contact Us

Quick Hel
Personal Identification Number (PIN) Request L P

The information requested on this page will be used to verify thal the registrant has the comect credentials to register the entity for a Commercia Repayment Center Portal
(CRCF) account. In order to complete the PIN Request, you willneed one of the Tollowing Ietters from the Commercial Resayment Center: Defense or Demand Lefters.

Atthe successful completion of the PIN Request, you will be provided with an Account ID and malled a PIN which will be used by your Account Manager to complate the final
part of the regisiration process and set up the account. When you have competed your eniry, cick Continue to proceed. Click Cancel lo cancel the PIN Request process.

An asterisk (") indicates a required fieid
Company Information

“ Select the type of Account for which you are registering: -Pleese Select- v

~Company Tax l@entmticaton Number | TIN):

Letter Information

Entar and re-snter tha Letier I for tha letter you are using ta request a PIN: Friry Hint
" Letter ID:

" Re-enter Letter ID:

" Select the type of letter you are using to request the PIN and provide the req key piece of infs ion for that letter type: Entry Hint

Defense Letter - Enter the Case ID:

Demand Letter - Enter the Total Cebt Due printed on the letter: $

Cancel Continue

Slide notes
Next, select the radio button for the type of letter (Defense or Demand) you are using to request a PIN.

Finally, include the required key piece of information for that letter type. You can locate this
information at the top of each letter in the “Regarding” section.

If you are using a Defense Letter, enter the Case ID. If the Case ID begins with a ‘C’, include these
characters when you enter the Case ID.

For a Demand Letter, enter the Total Debt Due printed on the letter. Enter the dollar amount in the
Dollars field and the two-digit cents amount in the Cents field. Do not enter the dollar symbol or the
decimal.

After all required information has been entered, click Continue.
Note: If at any point during the PIN Request process you wish to stop, click Cancel.

Once clicked, a Cancel Confirmation page displays where you will be given the opportunity to continue
with the cancel request or return and complete the PIN Request process.
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Validation

» System validates each field

= |f errors are found, the system displays a message indicating
what error(s) were found

° You must correct the error before proceeding

= System revalidates the data once it has been entered

Slide notes
The system will validate each field on each PIN Request page for accuracy and completeness.

If errors are found, the system displays applicable error messages on the screen indicating what error
condition or conditions were found.

When errors are discovered, you must correct the error before the system will allow you to proceed.
Once the data has been corrected, the system will revalidate all data that has been entered.
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3
CIMS Commercial Repayment Center Portal COB:R
Ceordination of
CRNTERS FOR AMEDCARE & MEDRCAID SERVICES Benefits and Recovery
[
Cantact Us
Contaci the Benefits Coordination & Recovery Center (BCRC)
If you have a problem with Account Setup, Login or Password issues or other technical problems using the CRCP. please contact an EDI Representative at the BCRC. EDI
Representatives are avallable to assist you Moncay througn Frigay, from .00 a.m. to 5:00 p.m., Eastern Time, except nolidays, at: (645) 458-6740.
| |
Contact the Commercial Repayment Center (CRC)
If you need assistance regarding a Documented Defense or specific information related tc a Group Health Plan recovery case, please contact the CRC. CRC Customer
Senice Representatives are available to assist you Monday through Friday, from 8:00 a.m. to 8:00 p.m., Eastemn Time, except holidays, at toll-Tee lines: 1-855-798-2627
{TTY/TCD: 1-B35-T97-2627 for the hearing and speech impaired)
Slide notes

If the Letter ID, key data element and/or TIN entered on the PIN Request page cannot be matched to a
record in the CRCP, the Contact the Commercial Repayment Center (CRC) page displays.

Contact a CRC Customer Service Representative at 1-855-798-2627 for assistance. After you have
resolved the issue, you may attempt the PIN Request process again.
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CIMS Commercial Repayment Center Portal COB:R

Coordination of
CENTHRS FOR MEDSCARE & MEDHCAID SERVICES Benefits and Recovery

About This Site » CMS Links - How To... = Reference Materials » Contact Us

Authorized Representative (AR) Information e

The person named on this page should be the individual in the organization who has the legal authority to bind the organization to a contract and the terms of CRCP
requirements. This individual will not be able to access the CRCP application and cannot be a user of this system

The AR must approve the organization's profile during the initial account sefup and through any subsequen! changes. Please refer to the Data Use Agreement in the CRCP
User Guide lo make sure the person named as the entity's AR has the authority to sign this agreement

When you have completed your entry, click Continue to proceed. Click Cancel to cancel the PIN Request process. If you click Cancel, all data will be lost

An asterisk (") indicates a required field.

*AR First Name: Mi: “Last Name:

“AR Titie:

‘AR E-Mail Address:

“Re-enter AR E-Mail Address:

* AR Phone: = = - Ext

Fax:

Privacy Policy | User Agreement

Slide notes

If the Letter ID, key data element and/or TIN entered on the PIN Request page cannot be matched to a
record in the CRCP, the Contact the Commercial Repayment Center (CRC) page displays.

After successfully completing the PIN Request page, the Authorized Representative (AR) Information
page displays. Information related to the Authorized Representative must be entered on this page.

It is critical that you enter the correct contact information for the Authorized Representative, including
his/her correct e-mail address.

If you enter the e-mail address of the Account Manager or Account Designee instead of the e-mail
address of the Authorized Representative, those individuals will be unable to register as users of the
CRCP.

Note: The Authorized Representative can only have that one role in the CRCP. This person cannot be an
Account Manager or an Account Designee.

The CRCP will verify that the submitted e-mail address for the Authorized Representative does not

match an e-mail address for any CRCP Account Manager or Account Designee, otherwise an error will
display.
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After entering the Authorized Representative information, click Continue to proceed.
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@s Commercial Repayment Center Portal COB:R

Cocrdination of
Bonefits and Recovory

About This Site - CMS3 Links = HowTo.. - Rsferznce Makzrials— Contact Us

€D Quick Help
PIN Reguest Summary

llrasn venty trat the: mfarmanien dsplayod on ings page s commes IFany cNanges A nectasany, ek the Bdik Ruran next (7 the secion that raguires madmneahion:

1T you arz szlishzd wilh e infomilion, cick Continue. Click Caneel W cancel e PN Regues] process. ITvou click Canecel, sl dala will e losl You ry ponl his pege Tor your

teLonds.
Fersonal ldentification Number (FIN] Request Information Cdit
Account Trpe: suter leswers aied Siaine Frovessing Thinc Parly Mdminish slors (TRAs)
Company Tax Identification Number (TIN): 123455704
Lettzr ID: BE2Z33445068
Lattar Typa: Nemand | efer
Lettar Key: 03172012
Authonzed Reprassntative (AR) Intormatian Ean
AR Mams: FirsName 1 Laslhe e
AR Titia: Allth #=p
E-mzil Address: din eques ermnzil@ensEildor min.cor
Fhona: 120 111 - 12004 stk f

Fax: (1) M1 - 1

Campany Intarmation

Company Nams. AZWE lsun gnce

Slide notes
The PIN Request Summary page displays. You can print this page by clicking the Print this page link.

This page lists all of the information that was previously entered. Review and verify all information
before continuing.

To make any corrections, click the Edit button next to the applicable section. The system will display
that entry information page.

For example, to change information entered on the Personal Identification Number or PIN Request
page, click the Edit button displayed next to that page heading.
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About This Sie » CMS Links » HowTo. » Refarance Matedal: » Contact Us.

S Commercial Repayment Center Portal COE&B

ina
Bunafits and Rocuvery

Authorized Representative (AR) Information KB ctis: ey

Ihe person namad on this page should beiha iIndrwdual N the arganczabion who has the loal authcnty to bind e orgarzaton b0 a contradt and the lems ol CHUF
mguirements. Thiz individiual wil not e shle to aceess e CRCP application and cannol be & wser of this system

The AR must apprave the organFaton = prafile ouring the nitlel 8conunt setun @nd frough &ny Sunsameent chenges Pleasa rafer fo e DatE Lise Agreemand in the CROP
User Guida to make sure the person named as the anbity's AK has the authonty 1o sign this agreemant.

Vilen you have Complebec your entry, chok Contanue o o=~

A sk () indlicabess @ i ek

SR, @s Commercial Repayment Center Portal COB:R

Coansation of
CENTHES FOR MIDAGARS & METKA BRVIES Berufile arel Ruccwry
“AR Title:

‘AR E Mail Address:

Agsul s il - TS Lnks - Huw ., - T Makils- Conaad L
“Re-emer AR C-Mall Address:
* AR Phane: [ PR
FIM Recusst Summary
Fax:

Flisase avariy Nl bt ivfonn el

cpbeyeal v s e o D i ges mm sy <2k e Edit s lonnms ol s

e el
I*pou ane sakfed wlin ke Inforrztor, Clck Comdnue. Clck Cancel 12 canced e PIN Request process. ' you clck Canced, 21l datz will .2

rezoTs

‘iekl M3y pein This. page for pou ™

Personal Waricadon Mumzer (PIM) Request informaticn Ednt
Account Tyge: Inesunet - 113UrCrs a0 Ulars 1 00esang IR iy Adrineststors | 1AL
Company Tax [dertfication Mumbar (TH]:

Leter I
Lettr Type:
Lettzr Key:
- 2
AR Nam: IR B Ll
AR Ticle! Mirh Repy
E-maul Address: EINFCQUESMEIKETrIEIOTEIN.2m
Phona: HEORI RN PRl =y
Fax

g 1

CEEPARY IMTSMMALIon

Tompany Hame: ACVE Insurares

Cancel

Slide notes

When the Personal Identification Number (PIN) Request page displays, add, change, or delete any
information.

Once all corrections have been made, click Continue until you have navigated back to the PIN Request
Summary page.
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Commercial Repayment Center Portal COB:R

CUNTERS FOR MEDICARE & MECICAID SEEVICES Benafits and Recovory

About This Site - CM3 Links = HowTo.. - Rsferznce Makzrials» Contact Us

€D Cick Help
PIN Reguest Summary

rasn venty trat the: miarmanien dsplayod on ins page s commoes IFany cRAnges A necrasany, Sick the Edik Ruran next (7 tho secton that raguires modrncabon:

IT you are sslishizd with e nfonnzlion, cick Continue. Click Caneel o canczl e 21N Regues] process. ITvou chick Cancsl, =l dala will e lusl You ry ponl his pegs o your

teLuds.
FPersonal ldentification Number (FIN| Request Information Cdit
Account Trpe: lsuer  Iswers aird Slaine Frocessing Thicc Panly Sdminisl zles (TPAS)
Company Tax Identification Number (TIN): 123455704
LettzrID: BE2Z33445066
Lattar Typa: Nemand | efer
Lettar Key: 03M7201
Alhonzed Reprasantative (AR Intormanan E
AR Mams: FirslMame 1 Laslhe e
AR Titis: Alh =ep
E-mzil Address: vty equeslermzil@enEildor min.cor
Fhaona: 720 111 - 1204 vt Ak f
Fan: 111 -1

Campany Intarmation

Company Nams: AZIWE Irsu snue

Cancel

Slide notes

When the PIN Request Summary information has been verified, click Continue to submit the PIN
Request.
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Skip Navigation |

@S Commercial Repayment Center Portal COQ@;!}

CENTERS FOR MECICARE & MEDHCAID SERVICES Benetits and Recovery

Aboul This Sile - CIAS Lirlks = Huw To... = Rewrerive Malzials- Corlacl Us

PIN Request Completed Successfully. Thank You. 8 Suctieh

You Fave successiully completsd the PIN Reguest for the Commercia Repsyment Center Forta . Your assigned Account ID is: 123456,
Pieze wninl this page o yow econds

Mexi Steps

1 he ntormanan cARtUre d.llln: th= FIN Heql ST IMTesSS % b wetted 1o VEI‘H}' 1he :-'fl’pﬂ"ETl.’-I" 1= ar apy ‘.rop'am suhmitter After sincFssl VE11I‘1g_ A letter wall he mailaad o
the Authorized Recresentsiive to the mailing ddrzss istec on he letter that was used o submit the 2N Requsst. This letter will include your Accourt 1D and PIM. [ this ettzr
5 10l eceived willin 12 Dusiness days, conlzact e Comie Uidl Repsyirent Cenlen (CRC) o ass slance a0 855-THE-3637.

Account Sstup
Jpen r=ceipt of the mailed Account IT anc PIN, tre ALthorized Reoressniative wil bz instructec to have the adprooriate Account Manage: returt to the Zommercial
Rzpayment Center Portal te complete Account 3etup. The Account Manager will need to enter the Account 12 2nd PIN on the Accourt Setup page fo begin setup.

Commercial Repayment Center Poral

Frivacy Poicy | User Sgeeienl | Aot Aciobal

Slide notes

The PIN Request Completed Successfully Thank You page displays confirming that the PIN Request has
been successfully submitted.

The assigned Account ID is displayed on the PIN Request Completed Successfully Thank You page. It is
recommended that you print this page for your records.

Click the Commercial Repayment Center Portal link to return to the Welcome to the CRCP page.
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Next Steps

» CRCP validates PIN Request information

* CRC mails letter to Authorized Representative
within 12 business days

= Includes the Account ID and PIN

= Sent to the business mailing address on letter used to submit PIN
Request

* Contact the CRC if letter is not received within
12 business days

= CRC Phone: 1-855-798-2627

Slide notes

The information submitted in the PIN Request step will be vetted by the CRCP to ensure it is valid and
complete. Within 12 business days, the CRC will mail a letter to the Authorized Representative.

This letter will include the Account ID, PIN and instructions for Account Setup. It will be sent to the
business mailing address on the letter that was used to submit the PIN Request.

If this letter is not received within 12 business days, contact a CRC Customer Service Representative at
1-855-798-2627.
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Next Steps

* Authorized Representative

= Must give the Account ID and PIN to the Account Manager

* Account Manager
= Must complete the Account Setup on the CRCP

o Account ID and PIN are needed to begin

o Please see the “Account Setup” CBT for more information

Slide notes

The Authorized Representative must give the Account ID and PIN to the Account Manager for the
account to use to complete the Account Setup. The Account Manager must return to the CRCP to
complete the Account Setup.

The Account Manager will need to enter the Account ID and PIN to begin account setup. For more
information on the Account Setup process, please see the “Account Setup” CBT.
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You have completed the CRCP PIN Request
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/.

Slide notes

You have completed the CRCP PIN Request course. Information in this course can be referenced by
using the CRCP User Guide found under the Reference Materials menu at the following link: CRCP
Website.
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If you have any questions or feedback on this
material, please go to the following URL:

https://www.surveymonkey.com/r/CRCPTraining.

Slide notes

If you have any questions or feedback on this material, please go to the following URL: CRCP Training
Survey.
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