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cmMS COB-R

: Coordination of
CENTERS FOR MEDICARE & MEDICAID SERVICES Benefits and Recovery

Commercial Repayment Center Portal (CRCP)

Primary Payment Notice

Version 1.7, 10/10/2016
Note: CMS reserves the right to modify 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) Primary Payment Notice (PPN) 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: https://www.cob.cms.hhs.gov/CRCP/.
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Course Overview

» Case recovery
* PPN

» Accessing the PPN Listing page on the CRCP

° Submitting updates using data entry

o Uploading a file

Slide notes

This course provides a brief overview of the case recovery process. It explains how to view PPNs by
accessing the PPN Listing page. It reviews how to provide a response to the PPN on the CRCP using either
a data entry or file upload method.
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Case Recovery

* BCRC notified of coverage primary to Medicare

*» CRC
* |dentifies claims that Medicare mistakenly paid as primary
= Issues PPN for verification of coverage

= If PPN response is received within 45 days

° Corrects Medicare records per PPN response and issues demand letter

= If PPN response is not received within 45 days

° |ssues demand for all claims associated with beneficiaries listing on the PPN

Slide notes

When the Benefits Coordination & Recovery Center (BCRC) is notified of coverage primary to Medicare,
the Commercial Repayment Center (CRC) searches for and identifies claims that Medicare mistakenly
paid as primary.

After the CRC identifies these claims, it issues a PPN to request verification of the coverage information
submitted to the BCRC. If the employer or other plan sponsor, or the insurer or claims processing Third
Party Administrator responds to the PPN within 45 days,

appropriate corrections to the Medicare records are made and the demand is issued. If a response is not
received within 45 days, a demand is issued for all claims associated with the beneficiaries listed on the
PPN.
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PPN Listing

P — [ ——._|
View PPNs Submit PPN
responses

Slide notes

You will be able to view cases included in PPNs and submit PPN responses on the CRCP. To access PPN
information, you will go to the PPN Listing page.
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CIMS 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 ID 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

Frivacy Policy | User Agreement

Slide notes

To go to the PPN Listing page, log 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
access.
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CIMS 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

Account Detail € Quick Help

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 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 reguest 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

Bequest | etter 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

When the Account Detail page displays, click the PPN Listing link.

Page 7 of 33



Primary Payment Notice

Monday, October 10, 2016

Slide 8 - of 30

User Options -

PPN Listing

PPN Letter ID:

PPN Status:

PPNs

PPN Response Due Date To:

PPN Response Due Date From:

bout This Site -

All Primary Payment Notice (PPN) Letters issued to companies associated with Account 1D
Submission are displayed on this page. To return to the Account Detail page, click Previous.

CMS Links - HOW 0. w

To Search fora PPN Letter ID, enter your criteria and then click Search

ch Hint

Please Select v

(MMDDIYYYY)

(MM/IDD/YYYY)

Reference M

Bate

ywe Date From or To

laterials - Contact Us Log of

where the PPN Status is Open, Work-In-Progress, or File Pending

Clear

Results Returned : &

Please Mote: Once you have submitted a response to a PPN Letier ID, you will not be able to make any further updates to coverage information

Submission Submission

Submit coverage updates fora PPN Waorksheet by selecting either the "File Upload™ or "Rata Entry” link, For more infermation on these submission metheds, clic

k here

File Up
[ Preveus | Demans tstng

oad

Data Entry

Primary Payment
Notice (FPIN)

* % Method Method ¢ PPN Responss * Submitteds  Submittes
Viewed PPN LetterID  Option 1 Option 2 Letter Date Due Date PPN Status Submission Information By Date
Yes File Upload Data Entry Expired
Yes File Upload Data Entry Submitted File
Submitted Data
Yog File Upload Data Entry Entry View Responge
File Pending
No F D Submission
No Fi Data Entry Open

Slide notes

The PPN Listing page displays. By default, this page lists all PPNs that the CRC has issued to companies

associated with this Account ID where the PPN Status is Open, Work-In-Progress, or File Pending

Submission.

Note: A Viewed column was added to this page to help identify when new PPN letters have been added

to the account. “No” initially displays when new PPN Letter IDs have been added to the account and

changes to “Yes” when the File Upload or Data Entry hyperlink is clicked.

A blank in this column identifies PPNs that were added to the account prior to this functionality being
added to the CRCP. To return to the Account Detail page, click Previous. Click Demand Listing to transfer

to the Demand Listing page.
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PPN Status

Open — PPN issued, no response on the CRCP and PPN Response Due Date has
not passed

Expired — PPN Response Due Date has passed and no response was submitted

Data Entry

= Work-In-Progress — Updates to on-line spreadsheet entered, but not yet
submitted

» Submitted Data Entry — Updates to on-line spreadsheet entered and
submitted

File Uploads

* File Pending Submission — File uploaded, but not yet submitted

* Submitted Worksheet — File uploaded and submitted

Slide notes

The status of the PPN on the CRCP may be: Open, Expired, Closed, Work-In-Progress, Submitted Data
Entry, File Pending Submission or Submitted Worksheet.

A status of Open means the PPN has been issued, but you have not entered, uploaded or submitted a
PPN response on the CRCP and the PPN Due date has not passed.

A status of Expired means that the PPN Response Due Date has passed and no response has been
submitted. Note: A Closed status means that the PPN was submitted or expired prior to the CRCP being
implemented.

Once you have selected the data entry method for the PPN response, one of two statuses will display:
Work-In-Progress or Submitted Data Entry.

The Work-In-Progress status means you have entered and saved coverage updates to the on-line
spreadsheet, but not yet submitted the entries. The Submitted Data Entry status means you have entered
and submitted updates to the on-line worksheet.
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Once you have selected the File Upload method for the PPN response, you will see a File Pending
Submission status or a Submitted Worksheet status.

The File Pending Submission status means you have uploaded a completed PPN Worksheet file with
coverage updates, but not yet submitted the file. The Submitted Worksheet status means you have
uploaded and submitted a file with coverage updates.

Note: If you mailed a PPN response to the CRC instead of submitting a response on the CRCP, the PPN
Status will not reflect that a PPN response was received.

If you have questions regarding the status of a mailed PPN response, please contact the CRC at 1-855-
798-2627.
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e D Quick Help
PPN Listing
All Primary Payment Notice (PPN) Letters issued to companies associated with Account ID where the PPN Status is Open, Work-In-Progress, or File Pending

Submission are displayed on this page. To return to the Account Detail page, click Previous.

To Search fora PPM Letter ID, enter your criteria and then click Search
PPN Letter ID: Search Hint
PPN Status: Please Select .

PPN Response Due Date From: (MM/DDIYYYY)

PPN Response Due Date To:

(MM/DD/YYYY) Search Clear

o Results Returned : &

Submit coverage updates fora PPN Warksheet by selecting either the "File Upload™ or "Rata Entry” link. For more information on these submission metheds, click here

Please Mote: Once you have submitted a response to a PPN Letier ID, you will not be able to make any further updates to coverage information

Submission Submission

* % Method Method ¢ PPN Responss * Submitteds  Submittes
Viewed PPN Letter ID  Option 1 Option 2 Letter Date Due Date PPN Status Submission Information By Date
Yes File Upload Data Entry Expired
Yes File Upload Data Entry Submitted File
Submitted Data
Yog File Upload Data Entry Entry View Responsge
File Pending
No File Submission
No Fil Open

Primary Payment
ata Entry Notice (PPN)

File Upload
[ Preveus | Demans tstng

Slide notes

To locate a specific PPN associated to your Account ID, enter the PPN Letter ID, PPN Status or the PPN
Response Due Date and then click Search. The PPN letter or letters that met the search criteria display at
the bottom of the page. The Total PPNs Returned is also displayed.

To make your search more effective, you can search for variations of the PPN Letter ID using the percent
sign (%) as a wildcard symbol.

The wildcard symbol can only be used in this field. When used, the percent sign replaces one (or more
than one) character(s) at the end of the PPN Letter ID.

Only one percent sign can be used and a minimum of 5 characters must be entered (4 characters plus the
percent sign). Note: If you cannot find a PPN using the Search function, remember that the CRCP only
displays PPNs where the PPN Response Due Date is within the past 6 months.

If the PPN Response Due Date was within the last 6 months, check to be sure you are in the right account
by returning to the Account Listing page where you can verify the company name and or Tax
Identification Number (TIN) information.
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If you are in the right account and the PPN Response Due Date was in the last 6 months, you can request
access to the letter and its information by using the Request Letter Access feature. See the "Request
Letter Access" CBT for more information on this function
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Home User Options Account Seftings « About This Site « CMS Links - HowTo Reference Materials - Contact Us Log of
o € Quick Help
PPN Listing
All Primary Payment Notice (PPN) Letters issued to companies associated with Account ID: where the PPN Status is Open, Work-In-Progress, or File Pending

Submission are displayed on this page. To return to the Account Detail page, click Previous.
To Search for a PPN Letter ID, enter your critéria and then ¢lick Search,

PPN Letter ID:

PPN Status:

Please Select v
PPN Response Due Date From: ! / (MM/DDIYYYY)
PPN Response Due Date To: ! ! (MMIDD/YYYY) To Search Clear
PPNs Results Returned : &

Submit coverage updates fora PPN Waorksheet by selecting either the "File Upload™ or "Rata Entry” link. For more information on these submission metheds, click here

Please Mote: Once you have submitted a response to a PPN Letier ID, you will not be able to make any further updates to coverage information

Submission Submission

* % Method Method ¢ PPN Responss * Submitteds  Submittes
Viewed PPN Letter ID  Option 1 Option 2 Letter Date Due Date PPN Status Submission Information By Date
Yes File Upload Data Entry Expired
Yeg File Upload Data Entry Submitted File
Submitted Data
Yog File Upload Data Entry Entry View Responge
File Pending

No File Submission

NoO Open

Primary Payment
Data Entry Notice (PPN}

File Upload
[ Preveus | Demans tstng

Slide notes

The bottom half of the PPN Listing page displays the PPN Letter ID, Letter Date, PPN Response Due date

and PPN Status. If a response has been submitted via the CRCP for the PPN Letter ID, the Submission
Information, Submitted By and Submitted Date will be provided.

The Submission Information field shows the name of the file for submitted worksheets or a View
Response link to view the on-line spreadsheets that were submitted. The Login ID of the user that
submitted the PPN Response is shown in the Submitted By field.

The Submitted Date includes the date the PPN Response was submitted.
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Home User Options « Account Seftings « About This Site « CMS Links - How To.. Reference Materials - Contact Us Log of

PPN Listing L et

All Primary Payment Notice (PPN) Letters issued to companies associated with Account ID: where the PPN Status is Open, Work-In-Progress, or File Pending
Submission are displayed on this page. To return to the Account Detail page, click Previous.

To Search fora PPN Letter ID, enter your criteria and then click Search

PPN Letter ID: Search Hint

PPN Status:

Please Select v
PPN Response Due Date From: ' I (MM/DDIYYYY)
PPN Response Due Date To: ' I (MMDDYYYY) PPN Response Due Date From or To SEarei Clear
Search Hint
PPNs Results Returned : 6

Submit coverage updates fora PPN Waorksheet by selecting either the "File Upload™ or "Rata Entry” link. For more information on these submission metheds, click here

Please Mote: Once you have submitted a response to a PPN Letier ID, you will not be able to make any further updates to coverage information

Submission Submission

* % Methiod Method 4 PPN Response - Submitteds  Submittes
Viewed PPN Letter ID  Option 1 Option 2 Letter Date Due Date PPN Status Submission Information By Date
Yes File Upload Data Entry Expired
Yeg File Upload Data Entry Submitted File
Submitted Data
Yog File Upload Data Entry Entry View Response
File Pending
No File Upload Data Entry Submission
No File Upioad Data Entry Open

Primary Payment
File Upload Data Entry MNotice (FPIN)

[reos | owaniom

Slide notes

To submit a response to a PPN, you may choose one of two options: data entry or file upload. Either
submission method may be selected until the PPN Status changes to Expired, or you have submitted a
response on the CRCP.

If you need information regarding a PPN that has Expired or Closed, contact the CRC at 1-855-798-2627.
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Home User Options « Account Seftings « About This Site « CMS Links - How To.. Reference Materials - Contact Us Log of
I @) Quick Help
PPN Listing
All Primary Payment Notice (PPN) Letters issued to companies associated with Account ID: where the PPN Status is Open, Work-In-Progress, or File Pending

Submission are displayed on this page. To return to the Account Detail page, click Previous.
To Search for a PPN Letter ID, enter your criteria and then ¢lick Search.

PPN Letter ID: Search Hint

PPN Status:

Please Select ¥
PPN Response Due Date From: ! / (MM/DDIYYYY)
PPN Response Due Date To: / / (MM/DD/YYYY) PPN Response Due Date From or To Search | | Clear
Search Hint
PPNs Results Returned : &

Submit coverage updates fora PPN Worksheet by selecting either the "File Upload™ or "Data Entry” link, For more information on these submission metheds, click here

Please Note: Once you have submitted a response to a PPN Letter ID, you will not be able to make any further updates to coverage information.

Submission Submission

% % Methiod Method 4 PPN Response * Submitteds  Submittes
Viewed PPN Letter ID  Option 1 Option 2 Letter Date Due Date PPN Status Submission Information By Date
Yes File Upload Data Entry Expired
Yeg File Upload Data Entry Submitted File
Submitted Data
Yog File Upload Data Entry Entry View Response
File Pending
No File Upload Data Entry Submission
No File Upioad Data Entry Open

Primary Payment
File Upload Data Entry MNotice (FPIN)

[reos | owaniom

Slide notes

To view and respond to a PPN via data entry, locate the PPN Letter ID and click the Data Entry link. Note:
This link will only be enabled if the PPN Status is not Expired or Closed and you have not already
submitted a response.
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-
K CIMS Commercial Repayment Center Portal COB:R
Coordination of
CHNTIRS FOOR MEDICARS & MSDICAID SERVICES Bunufits and Recovery
Home User Options - Account Settings - About This Site + CMS Links ~ HowTo.. = Reference Materials = Contact Us Log Off
@ Quick Help
PPN Data Entry Response i
You have selected PPN Letter ID: All Medicare beneficiaries and relsted coverage informstion included with this letter are listed on this page.
PPN Status: PPN Response Due Date:
Employer Name : Insurer Name:
Employer TIN: Insurer TIN
To search for 3 specific Medicare beneficiary record, enter your criteria and then chick Search.
HICN: Search Hint
Beneficiary Last Name: Search Hint Search
PPN Beneficiaries and Related Coverage Information Results Returnad - 5
Make any necessary corrections to coverage information and then click Save to store your updates. When your comrections are complete, click Centinue to confirm them
Beneficiary  Beneficiary
Subscriber  Subscriber, iary B iary, iary Beneficiary i i Coverage Coverage No
FirstMame LastMame FirstName LastMame' Policy iGroup HICN to Start Date End Date Updates to Updates to Coverage Updates to No
on File on File on File on File on File on File Subscriber on File on File Coverage Start Date Coverage End Date  End Date Retirement Date: Record
-] 1
L] 0
=] =]
| ]
=] L]
o

Slide notes

The PPN Data Entry Response page displays. The PPN Letter ID and details are noted at the top of the
page: PPN Status, PPN Response Due Date, Employer Name and TIN, and Insurer Name and TIN.

You may search for a specific Medicare beneficiary by entering the Health Insurance Claim Number
(HICN) or last name and clicking Search.
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PPN Status: PPN Response Due Date:
Employer Name : Insurer Name:
Employer TIN: Insurer TIN
To search for 3 specific Medicare beneficiary record, enter your criteria and then chick Search
HICN:

Beneficiary Last Mame:

Search Hint Search

PPN Beneficiaries and Related Coverage Information Results Returned : 5
Make any necessary comections to coverage information and then click Save to store your updates. When your comections sre complete, dick Centinue to confirm them

Beneficiary  Beneficiary

Subscriber  Subscriber, iary jary, ¥ v ionship  Coverage  Coverage No
FirstMame LastMame FirstName LastMame' Policy iGroup HICN to Start Date End Date Updates to Updates to Coverage Updates to No
on File on File on File on File on File on File Subscriber on File on File Coverage Start Date Coverage End Date  End Date Retirement Date Record
=

=

-
. - [ [

Privacy Policy | User Agresment

Slide notes

Once Search is clicked, the beneficiary that met the search criteria will display at the bottom of the page.
The Total # of Beneficiary Records is also displayed.

The bottom half of the page lists the information on file for the beneficiaries included in the PPN:
subscriber name, beneficiary information (name, policy/group, HICN and relationship to subscriber) and
coverage dates.

Review the information and update, as applicable. Correct coverage start and/or end dates, add
subscriber retirement date or check the No Record box, if the beneficiary was not covered.

If the coverage end date should be changed to be open-ended, check the No Coverage End Date
Checkbox.

To clear any new entries and return to the previously saved version of the PPN Data Entry Response page,
click Cancel.

When your corrections are complete, click Save to store your changes. Click Continue to confirm and
submit them.
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-~
i &R
CIMS Commercial Repayment Center Portal COB
Coordination of
CHNTIRS FOOR MEDICARS & MSDICAI) SERVICHS BEnafite and Recowy
Home User Oy - Account Settings it This Site = CMS Links ~ HowTo.. = Reference Materials = Contact Us Log Off
5 - Quick Help
Review and Submit PPN Data Entry Response @
The information you provided an the PPN Data Entry Response page is Ested here. Please review this information for aceuracy. If additional changes are required, click Cancel
If the infarmation is correct. select an answer to the employer certification question and select the applicable Attestation option. Click Continue to submit the PPN Data Entry Response. Once submitied, no further updates will ke
allowed.
PPN Status: PPN Response Due Date:
Employer Name : Insurer Name:
Employer TIN: Insurer TIN
PPN Beneficiaries and Related Coverage Information Results Returned : 5 E
Subscriber Subscriber i iary ¥ i ¥ iary iary No
First Mame LastMame FirstMame LastMame Policy /Group HICH Relationship Coverage 5tart Date Cowverage End Date Updates to Updates to Coverage Updates to No
on File on File on File on File on File on File on File on File on File Coverage 5tart Date Coverage End Date  End Date  Retirement Date Record
* Have you received employer certification for the changes being submitted on this PPN Worksheet ? 1Yes TiMo T NA
ATTESTATION REQUIRED: What is this?
Pleass select the applicable attestation. The PPN Data Entry Response cannet be submitted until an attestation option is selected.
“ "2 | attest, to the best of my knowledge, that the changes provided on this PPN Worksheet are complete and accurate.
o | attest, to the best of my knowledge, that the eligibility data provided by Medicare’s Ci Center i peleligibility is correct. | am not submitting any changes to the coverage
information provided on the PPN Letter.
L coca P i

Slide notes
When Continue is selected on the PPN Data Entry Response page, the Review and Submit PPN Data Entry
Response page displays.
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The infiormation you provided on the PPN Data Entry Response papge is sted here. Please review this information for accuracy. If additional changes are required, click Cancel -~

If the information is comect, select an answer to the employer certificstion question and select the applicable Attestation option. Click Centinue to submit the PPN Data Entry Response. Once submitted, no further updates will be

allowed.
PPN Status: PPN Response Due Date:
Employer Name : Insurer Name:
Employer TIN: Insurer TIN
PPN iaries and Related o i Results Returned : 5
Subscriber Subscriber iary iary iary iary ¥ Beneficiary iary Ne
First Mame LastMame FirstMame LastMame Policy /Group HICH Relationship Coverage 5tart Date Cowverage End Date Updates to Updates to Coverage Updates to Mo
on File on File on File on File on File on File on File on File on File Coverage Start Date Coverage End Date  End Date Retirement Date Record

m

* Have you received employer certification for the changes being submitted on this PPN Worksheet ? 'Yes TINo T NA

ATTESTATION REQUIRED: What is this?
Fleass seizct the applicable attestati

1. The PPN Data Entry Response cannot be submitted until an attestation option is selected.
= | attest, to the best of my knowledge, that the changes provided en this PPN Worksheet are complete and accurate.

1 attest, to the best of my knowledge, that the eligibility data provided by Medicare’s Ci i Center i geleligibility is correct. | am not submitting any changes to the coverage
information provided on the PPN Letter.

Cancel Confinue

Privacy Policy | User Agresment

Slide notes

Review the information for accuracy. If additional changes are required, click Cancel to return to the PPN
Data Entry Response page.

If the information is correct, select an answer to the employer certification question and select the
applicable Attestation option. Click Continue to submit your changes. Note: Once submitted, no further
updates to the PPN are allowed.
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( & Commercial Repayment Center Portal

Home User Options - Account Settings - About This Site - CMS Links ~ HowTo.. = Reference Materials =

PPN Data Enfry Response Submission Confirmation
has been successfully submitted. No further updates will be allowed. Click OK to retumn to the PPN Listing page

The PPN Data Entry Response for PP Letter ID
PPN Response Due

PPN Status: Date:
Employer Name : Insurer Mame:
Insurer TIN

Employer TIN:

PPN Beneficiaries and Related Coverage Information

on File

PPN Beneficiaries and Related Coverage Information

Subscriber Subscriber ¥ iary Y i Y Beneficiary ¥

First Mame LastMame FirstMame LastMame Policy /Group HICH Relationship Coverage 5tart Date Cowverage End Date
on File on File on File

on File on Fila on File on File on Fila

@ Yes No NIA

* Have you received employer certification for the changes being submitted on this PPN Worksheet:

COB:R

Coordination of
Berufits and Recoveny

Log Off

Contact Us

Ne

Updates to Coverage

€ CQuick Help

Results Returned : 5

Updates to Mo

Updates to
Coverage 5tart Date Coverage End Date  End Date Retirement Date Record

m

Slide notes

When Continue is selected, the PPN Data Entry Response Submission Confirmation page displays,

confirming that your response has been submitted.
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Ti&E Deen SUCCEssTuNy SUDMItEd. 10 Turter Upaates vill be alowed. UGk UK 10 reiurm 10 1he PP LiEtng page

The PP Dala Eniry Hesp Tor PPN Letter 107

PPN Response Due

PPN Status: Date:
Employer Name : Insurer Mame:
Insurer TIN

Employer TIN:

PPN Beneficiaries and Related Coverage Information
Results Returned : 5

PPM Beneficiaries and Related Coverage Information
Subscriber Subscriber iary iary iary Y Beneficiary iary No
First Name LastName FirstName LastName Policy /Group HICN Relationship Coverage Start Date Coverage End Date Updates to Updates to Coverage Updates to No
on File on File on File on File on File on File Coverage Start Date Coverage End Date End Date Retirement Date Record

on File on File on File

m

* Have you received employer certification for the changes being submitted on this PPN Worksheet @ Yes No NIA

ATTESTATION REQUIRED: What is this?
| attest, to the best of my knowledge. that the changes provided on this PPN Worksheet are complete and accurate.
| attest, to the best of my knowledge, that the changes provided on this PPN Worksheet are complete and accurate.
Center i geleligibility is correct. | am not submitting any changes to the coverage

| attest, to the best of my knowledge. that the eligibility data provided by Medicare’s C:
infermation provided on the PPN Letter.

Slide notes
Click OK to return to the PPN Listing page. The PPN Status will be changed to: Submitted Data Entry.
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Home User Options « Account Seftings « About This Site « CMS Links - How To.. Reference Materials - Contact Us Log of
I @) Quick Help
PPN Listing
All Primary Payment Notice (PPN) Letters issued to companies associated with Account ID: where the PPN Status is Open, Work-In-Progress, or File Pending

Submission are displayed on this page. To return to the Account Detail page, click Previous.
To Search for a PPN Letter ID, enter your criteria and then ¢lick Search.

PPN Letter ID: Search Hint

PPN Status:

Please Select ¥
PPN Response Due Date From: ! / (MM/DDIYYYY)
PPN Response Due Date To: / / (MM/DD/YYYY) PPN Response Due Date From or To Search | | Clear
Search Hint
PPNs Results Returned : &

Submit coverage updates fora PPN Worksheet by selecting either the "File Upload™ or "Data Entry” link, For more information on these submission metheds, click here

Please Note: Once you have submitted a response to a PPN Letter ID, you will not be able to make any further updates to coverage information.

Submission Submission

% % Methiod Method 4 PPN Response * Submitteds  Submittes
Viewed PPN Letter ID  Option 1 Option 2 Letter Date Due Date PPN Status Submission Information By Date
Yes File Upload Data Entry Expired
Yeg File Upload Data Entry Submitted File
Submitted Data
Yog File Upload Data Entry Entry View Response
File Pending
No File Upload Data Entry Submission
No File Upload Data Entry Work-in-Progress

Primary Payment
File Upload Data Entry MNotice (FPIN)

[reos | owaniom

Slide notes

If a data entry response has been entered and saved, but not submitted, the PPN Status will show “Work-
in-Progress”. To view and complete a “Work-in-Progress” entry, click the Data Entry link.
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PPN Data Entry Response

You have selected PPN Letter ID: All Medicare beneficiaries and relsted coverage informstion included with this letter are listed on this page.

PPN Status: PPN Response Due Date:
Employer Name : Insurer Name:
Employer TIN: Insurer TIN

To search for 3 specific Medicare beneficiary record, enter your criteria and then ciick Search.

HICN:

Search Hint

Beneficiary Last Mame:

Search

PPN Beneficiaries and Related Coverage Information
Make any necessary corrections to coverage information and then click Save to store your updates. W

M yoUur comections are complete, dick Centinue to confirm them

Beneficiary  Beneficiary

Subseriber  Subscriber, iary B iary, ¥ iary i i Coverage Coverage
FirstMame LastMame FirstName LastMame' Policy iGroup HICN to Start Date End Date Updates to Updates to
on File on File on File on File on File on File Subscriber on File on File Coverage Start Date Coverage End Date

COB:R

Coordination of

No
Coverage
End Date

s}

Berufits and Recoveny

@ Cuick Help

Results Returnad - 5

Updates to No
Retirement Date: Record

m

Slide notes

The PPN Data Entry Response page displays. Review the information.
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PPN Status: PPN Response Due Date:
Employer Name : Insurer Name:
Employer TIN: Insurer TIN
To search for 3 specific Medicare beneficiary record, enter your criteria and then chick Search
HICN:

Beneficiary Last Mame:

Search Hint Search

PPN Beneficiaries and Related Coverage Information Results Returned : 5
Make any necessary comections to coverage information and then click Save to store your updates. When your comections sre complete, dick Centinue to confirm them

Beneficiary  Beneficiary
Subscriber  Subscriber, jary B jary, iary Beneficiary ionship  Coverage  Coverage No
FirstMame LastMame FirstName LastMame' Policy iGroup HICN to Start Date End Date Updates to Updates to Coverage Updates to No
on File on File on File on File on File on File Subscriber on File on File Coverage Start Date Coverage End Date  End Date Retirement Date Record

m

. - |

Privacy Policy | User Agresment

Slide notes

To delete entries that have been saved previously, click Delete. After viewing a warning message and
confirming that you want to delete your updates, you will be returned to the PPN Listing page.

To continue making updates, correct coverage start and/or end dates, check the No Coverage End Date
checkbox (if the coverage is open-ended), add subscriber retirement date, or check the no record box (if
the beneficiary was not covered).

When your corrections are complete, click Save to store your changes. Click Continue to confirm and
submit them.

As noted previously, you will complete the PPN Data Entry Response page, the PPN Data Entry Response
Submission Confirmation page and then be returned to the PPN Listing page.

The PPN Status will be changed to: Submitted Data Entry. You can view the submission, by clicking the
View Response link.

The submitted updates may be viewed for 6 months past the PPN Response Due Date. However, no
further updates to the PPN are allowed.
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PPN Listing

All Primary Payment Notice (PPN) Letters issued to companies associated with Account ID: where the PPN Status is Open, Work-In-Progress, or File Pending
Submission are displayed on this page. To return to the Account Detail page, click Previous.

To Search fora PPN Letter ID, enter your criteria and then click Search.

PPN Letter ID: Search Hint

PPN Status:

Please Select ¥
PPN Response Due Date From: ! / (MM/DDIYYYY)
PPN Response Due Date To: / / (MM/DD/YYYY) PPN Response Due Date From or To Search | | Clear
Search Hint
PPNs Results Returned : &

Submit coverage updates fora PPN Worksheet by selecting either the "File Upload™ or "Data Entry” link, For more information on these submission metheds, click here

Please Note: Once you have submitted a response to a PPN Letter ID, you will not be able to make any further updates to coverage information.

Submission Submission

% % Methiod Method 4 PPN Response * Submitteds  Submittes
Viewed PPN Letter ID  Option 1 Option 2 Letter Date Due Date PPN Status Submission Information By Date
Yes File Upload Data Entry Expired
Yeg File Upload Data Entry Submitted File
Submitted Data
Yog File Upload Data Entry Entry View Response
File Pending
No File Upload Data Entry Submission
No File Upioad Data Entry Open

Primary Payment
File Upload Data Entry MNotice (FPIN)

[reos | owaniom

Slide notes

To upload a PPN worksheet, you will click File Upload for the PPN Letter ID on the PPN Listing page. Note:
This link will only be enabled if the PPN Status is not Expired or Closed and you have not already
submitted a response.
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€ CQuick Help
Upload PPN Worksheet

You have selected PPN Letter ID:
PPN Letter Information

PPN Response

PPN Status: Due Date:
Employer Name : Insurer Name:
Employer TIN: Insurer TIN

Locate File for Upload

You can upioad one PPN Worksheet file for the selected PPN Letter ID. Click the Browse/Choose File button 1o locate the desired file. The selected file must meet the critenia
listed on this page. Once the file has been selected, click Upload to complete the upload process

+ File is in .PDF or TIF format.

+ File is virus free

+ File size is less than or equal to 40 MB (megabyles) in size.

+ Filename only includes the following valid alphanumeric characters: any letter (A-Z. a-2), any number (0-9), and any of the following special characters: hyphen (-),
period (.) and underscore { __ )

+ Filename does no! include spaces

+ Filename is less than or equal to 80 characters

PPN W h Pending Subx

Click Continue to confirm the file upload. If you would like to delete the pending file, click the Delete link to the right of the filename. Click Previous to return to the PPN
Listing page without submitting the document at this time

Filename Action

Uploaded_File.pdf Delete

Cros | e

Slide notes

The Upload PPN Worksheet page displays. A summary of the PPN Letter ID information appears at the
top of the page: PPN Status, PPN Response Due Date, Employer Name and TIN, and Insurer Name and
TIN.

Verify that you have selected the correct PPN before uploading your file. Note: You can only submit one
file per PPN Letter ID.

Once a file is submitted, no further updates will be allowed. The CRCP requires that each uploaded file
adhere to the guidelines shown on the slide. To begin the upload process, click Browse/Choose File to
search your computer for the desired file.

When you click Browse/Choose File, a pop-up box displays.

Locate the file that you want to upload. Once the file is located, click the file name and then click Upload.
If the file meets the specified guidelines and is virus-free, the file name will appear under the PPN
Worksheet Pending Submission section.
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If an incorrect file was uploaded, click Delete. This will remove the file. If the file is correct, click Continue
to confirm the file upload.
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Review and Submit PPN Worksheet B Gt iy

Flease review the filename listed on this page to confirm that this file should be submitied for PPN Letter 1D If you need to upload a different file for this PPN Leiter
1D, click Previous to return to the Upload PPN Worksheet page.

When you have confirmed that this file is correct, select an answer to the employer certification question and select the applicable Attestation option. Click Continue to submit
your file. Once submitted, no further updates will be allowed for this PPN Letter ID. ¥ou may print this page for your records

m

PPN Worksheet Pending Submission

Filename

* Have you received employer certification for the changes being submitted on this PPN Worksheet? Cves D No O NA

ATTESTATION REQUIRED: What is this?

Please select the applicable attestation. The PPN Worksheet cannot be submitted until an attestation option is selected.

* | attest, to the best of my knowledge, that the changes provided on this PPN Worksheet are complete and accurate.

ol 5 | attest, to the best of my knowledge, that the eligibility data provided by Medicare's Commercial Repayment Center concerning coverage/eligibility is
correct. | am not submitting any changes to the coverage information provided on the PPN Letter.

Previous Continue

Privacy Policy | User Agreement

< | m 3

Slide notes

The Review and Submit PPN Worksheet page displays. You need to answer the employer certification
guestion and select an appropriate attestation.

To continue with the submission, select Yes, No, or N/A for this question: Have you received employer
certification for the changes being submitted on this PPN Worksheet? Note: This typically applies to
insurer accounts. If this is not applicable, select N/A.

Select the Attestation Required option that best describes your submission situation. Click Continue to
complete the submission process, or click Previous to retain the uploaded file and return to the Upload
PPN Worksheet page.
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L. ) @ Quick Help
PPN Worksheet Submission Confirmation
The PPN Werksheet listed on this page has been successfully submitted for PPN Letter ID No further updates will be allowed. Click OK to return to the PPN Listing
page.
Filename Submitied By Submitted Date
* Have you received employer certification for the changes being submitted on this PPN Worksheet: @ Yes No NiA

ATTESTATION REQUIRED: What is this?
@ | attest, to the best of my knowledge, that the changes provided on this PPN Worksheet are complete and accurate.

*

| attest, to the best of my knowledge, that the eligibility data provided by Medicare's Commercial Repayment Center concerning coverage/eligibility is
correct. | am not submitting any changes to the coverage information provided on the PPN Letter.

Privacy Policy | User Agreement

4 ! m

Slide notes

When Continue is selected, the PPN Worksheet Submission Confirmation page displays confirming that

the uploaded file has been submitted. Click OK to return to the PPN Listing page. The PPN Status will be
changed to: Submitted Worksheet.
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I @) Quick Help
PPN Listing
All Primary Payment Notice (PPN) Letters issued to companies associated with Account ID: where the PPN Status is Open, Work-In-Progress, or File Pending

Submission are displayed on this page. To return to the Account Detail page, click Previous.
To Search for a PPN Letter ID, enter your criteria and then ¢lick Search.

PPN Letter ID: Search Hint

PPN Status:

Please Select ¥
PPN Response Due Date From: ! / (MM/DDIYYYY)
PPN Response Due Date To: / / (MM/DD/YYYY) PPN Response Due Date From or To Search | | Clear
Search Hint
PPNs Results Returned : &

Submit coverage updates fora PPN Worksheet by selecting either the "File Upload™ or "Data Entry” link, For more information on these submission metheds, click here

Please Note: Once you have submitted a response to a PPN Letter ID, you will not be able to make any further updates to coverage information.

Submission Submission

* % Methiod Method 4 PPN Response - Submitteds  Submittes
Viewed PPN Letter ID  Option 1 Option 2 Letter Date Due Date PPN Status Submission Information By Date
Yes File Upload Data Entry Expired
Yeg File Upload Data Entry Submitted File
Submitted Data
Yog File Upload Data Entry Entry View Response
File Pending
No File Upload Data Entry Submission
No File Upioad Data Entry Open

Primary Payment
File Upload Data Entry MNotice (FPIN)

[reos | owaniom

Slide notes

If you have previously uploaded a completed PPN Worksheet file with coverage updates, but have not
submitted the file, the PPN status will show: File Pending Submission. To complete the submission, click
File Upload.
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@ Quick H |
ubck Help |
Upload PPN Worksheet
You have selected PPN Letter 1D: |
PPN Letter Information
PPN Response
PPN Status: Due Date:
Employer Name : Insurer Name:
Employer TIN: Insurer TIN
Locate File for Upload
You can upload one PPN Worksheet file for the selected PPN Letter ID. Click the Browse/Choose File button to locate the desired file. The selected file must meet the criteria
listed on this page. Once the file has been selected, click Upload 1o complete the upload process
+ File is in .PDF or TIF format.
+ File is virus free
+ File size is less than or equal to 40 MB (megabyles) in size.
+ Filename only includes the following valid alphanumeric characters: any letter (A-Z. a-2), any number (0-9), and any of the following special characters: hyphen (-),
period () and underscore ( __)
+ Filename does nol include spaces
+ Filename is less than or equal to 80 characiers
|
Browse... 3
PPN W h Pending Subx
Click Continue to confirm the file upload. If you would like to delete the pending file, click the Delete link to the right of the filename. Click Previous to return to the PPN
Listing page without submitting the document at this time
Filename Action
Uploaded_File.pdf Delete
=3
=

Slide notes

The Upload PPN Worksheet page displays. The previously uploaded file name and location will appear
under the PPN Worksheet Pending Submission section. If an incorrect file was uploaded, click Delete. This
will remove the file. If the file is correct, click Continue to confirm the file upload.

As noted previously in this course, you will complete the Review and Submit PPN Worksheet page, the
PPN Worksheet Submission Confirmation page and then be returned to the PPN Listing page.

The PPN status will now show: Submitted Worksheet. The file name, submitted by Login ID and
submitted date will be listed. The file contents cannot be viewed and no further updates to the PPN are
allowed.
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Coordination of
Benefits and Recovery

ave completed the CRCP Primary Payment Notice
urse. 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 Primary Payment Notice 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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CENTERS FOR MEDICARE & MEDICAID SERVICES

I you have any questions or feedback on this material,
please go to the following URL:
http://www.surveymonkey.com/s/CRCPTraining/.

Slide notes

If you have any questions or feedback on this material, please go to the following URL:
http://www.surveymonkey.com/s/CRCPTraining/.
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	The Upload PPN Worksheet page displays. The previously uploaded file name and location will appear under the PPN Worksheet Pending Submission section. If an incorrect file was uploaded, click Delete. This will remove the file. If the file is correct, click Continue to confirm the file upload.  
	As noted previously in this course, you will complete the Review and Submit PPN Worksheet page, the PPN Worksheet Submission Confirmation page and then be returned to the PPN Listing page.  
	The PPN status will now show: Submitted Worksheet. The file name, submitted by Login ID and submitted date will be listed. The file contents cannot be viewed and no further updates to the PPN are allowed.  
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