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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) Request Letter Access 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

* Request Letter Access process

* How to associate data related to a letter to your CRCP account

* Remove letter information from your CRCP account

Slide notes
This course will explain how to use the Request Letter Access process to associate data related to a letter to your
CRCP account.

This course will also explain how to remove letter information that was incorrectly associated to your CRCP
account.
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Request Letter Access

* Used to request PPN, Demand, or Defense information that
is not available on the CRCP for your account

* Once the request is validated, information from the
requested letter and related letters will be made available on

the CRCP

» Note: If you add letter information to the incorrect account, your
Account Manager will need to contact an EDI Representative for

assistance

Slide notes

The CRCP associates information related to letters you have received from the Commercial Repayment Center
(CRC) to your Account ID as part of the initial Personal Identification Number (PIN) Request and Account Setup

process.
If you cannot find information for a Primary Payment Notice (PPN), Demand, or Defense letter on your CRCP
account, you can request access to this data via the Request Letter Access process.

Once the CRCP validates your request, information from the requested letter, as well as information from all
related letters, will be available on the CRCP.

Note: If you mistakenly associate letter information to the incorrect account, your Account Manager will need to
contact an Electronic Data Interchange (EDI) Representative to disassociate the information.
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Request Letter Access

* Ensure you are in the correct account by viewing the Account
ID at the top of PPN Listing and Demand Listing pages

= Return to Account Listing page, as needed, to verify company
name and/or TIN information

Slide notes

Before requesting letter access, first ensure that you are in the correct CRCP account (i.e. if you are associated to
more than one account).

The Account ID is listed at the top of both the PPN Listing and Demand Listing page.

From either page, click Previous to return to the Account Listing page where you can verify the company name
and or Tax Identification Number (TIN) information.
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Submission Submission

v [ ena ma

Home User Options - Account Settings - AD lis Site - CMS Links = How To.. = Reference Materials » s L
L @ Cuick Help
PPN Listing
All Primary Payment Nofice (PPN) Letters issued to companies associated withy Account (D 1111119 where the PPN Status is Open, Work-in-Progress, or File Pending
Submission are dizplayed on this page. To returm to the Account Detail page, click Previous
To Search fora PPN Letter 1D, enter your criteria and then click Search.
PPN Letter |D: Search Hint
PPN Status: Please Select v
PPN Response Due Date From: (MMDDIYYYY)
PPM Response Due Date To: (MM/DDIYYYY) Ie Lale Fro Seanch Clear
PPMs Results Returned : 6
Submit coverage updates for a PPN Worksheet by salecting either the “File Lipload™ or "Data Entry”™ link, For more information on these submission methods, click here

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

% % Method Method ¢ PPN Responss
Viewed PPN Letter ID  Option 1 Option 2 LLetter Date Due Date

Yes PPN12345T2 File Upload DataEntry  05/042014 01710/2014
Yes PPN1234570 File Upload DataEntry  04/042014 05102014
Yes PPN1234571 File Upload DataEntry 05/04/2014 06102014
No PPN1234567 | File Upload DataEntry 01102014 021102015
Mo PPN1234568 File Upload Data Entry 02/04/2014 03r10/2015

PPN1234569 File Upload DataEntry  03/04/2014 0471072015

& Submitteds Submittesd
PPN Status Submission Information By Date
Expired
Submitted File ppnfoe,. letterid_989.PDF AM111AM 02/02/2014

Submitted Data
Entry

View Response

File Pending
Submission

Open

Primary Payment
Notice (PPN)

Slide notes

If you are on the PPN Listing page and have confirmed

Contact the Commercial Repayment Center (CRC) at 1-

that you are in the correct account, but still cannot find
information for a PPN, remember that the CRCP will only list PPNs that were issued within the past 6 months.

855-798-2627 for information on older PPNs.

Note: A Viewed column has been added to the Demand Listing, Defense History, Case Information, and PPN
Listing pages. The Viewed column helps you identify when new Demands or PPNs have been added to the

account.

A Demand Listing button has been added to the Case Information, Submitted Defense Documents, and PPN
Listing pages for simpler navigation back to the Demand Listing page.
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Home User Cptions - Account Settings About This Site « CMS Links = HowTo... = Reference Materials = Contact Us Log off

Demand Listing € Quick Help

Unresolvediopen demands that were issued in the past three manths are listed on this page.To search for any Demand Letter 1D, including a demand that has been closed,
enter your criteria and then click Search.

Demand Letter ID : Demand Letter ID Search Hint

Demand Letter Sent Date From: ! I (MM/DDIYYYY)

Demand Letter Sent Date To: ! ! (MM/DD/YYYY) Fromand To Date Search Hint Search Clear
Demand Letters Issued to Companies Associated with Account ID: 111111 Results Returned: 5

You may view a list of Beneficiaries/Case ID's included in a Demand Letter as long as the Status is Open. To view this list, click the Demand Letter |D link for the applicable
letter. If you need additional information regarding a demand that has been resolvediclosed, please contact the Commercial Repayment Center at 1-858-798-2627.

Viewed 4+ Demand Letter ID 4 Number of Cases 4 Letter Date 4 Demand Status L
Yes 86123455 1 D4/13/2014 Cpen
Yes 86123454 1 D4/11/2014 Open
Yes 86123453 04/10/2014 Open
No 86123452 1 04/00/2014 Cpen
86123451 1 04/08/2014 Closed

Slide notes

If you are on the Demand Listing page and have confirmed that you are in the correct account, but still cannot
find information for a demand,

remember that by default, this page lists all unresolved/open demands that were issued in the past 3 months.
However, you may use search for older demands.

Use the search function to confirm that the demand you are looking for has not yet been associated to your
account.

Note: If the status for the demand letter is closed, you will not be able to view case specific information for the
demand.

The Request Letter Access process will not make this information available to you. Contact the CRC at 1-855-798-
2627 for additional information regarding a demand that has been closed.
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&MS Commercial Repayment Center Portal COB:R

CONTIRS FOR MEDICARE & MEDICAID SERVICTS

Coordination of
Benefits and Recovery

Home User Options + Account Settings - About This Site « CMS Links + HowTo.. = Reference Materials » Contact Us Log Off

Submitted Defense Documents

€ Quick Help
All dzfense documents that have been submitted through the CRCP for Demand Letter ID: are listed on this pege. You may search for a de‘ense document andior
view a list of beneficiaries who were associated to a defense document
To search for a defense document(s), enter your crileria and then click Search
Filename: Filename Search Hint
Submitted By: Submitted By Search Hint
Submitted Date From: I} I (MMDDIYYYY)
Submitted Date To: ] ] (MMDD/YYYY) From and To Date Search Hint Search

Defense Documents Results Returned: 1

To vewride the list of beneficiaries who were included in a submitted defense document, click the View/Hide link under the Associated Beneficiaries column. Once the list of
Case IDs associated with the file appears, you may dick the Case ID link to see the status of submitted defensas.

Filename * Submitted Date % Submitted By s Associated Beneficiaries
DEFENSE_DOCUMENT.PDF 08/08/2014 -

View/Hide~

Previous Demand Listing

Slide notes

If you are on the Submitted Defense Documents page and cannot find information for a defense you submitted,

remember that the Submitted Defense Documents page only lists defense documents that have been submitted
through the CRCP.
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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 fink. To view a list of all
Tax Identification Numbers (TINs) associated to an Account ID, click the corresponding View TiINs Listing link.

Account ID Company Name Associated TINs

View TINs Listing

Privacy Policy | User Agreement

Slide notes

After you have confirmed that the letter you need to view has not yet been associated to the desired account,
begin the request letter access process, by first logging into the CRCP at the following link:
https://www.cob.cms.hhs.gov/CRCP/. After a successful login, the Account Listing page will display.

The Account Listing page lists the accounts associated to your Login ID. Select the Account ID link for the account
you want to associate the letter data to.
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CINM 'S Commercial Repayment Center Portal COB:R

Coordination of

CHONTERS FOR MEDSCARE & MEDICAID SERVICIS Benefits and Recovery
Home User Options Account Settings - About This Site - CMS Links « How To... = Reference Malerials = 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 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 (FPN) 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
Reqguest Letter Access

To remove access related to a letter associated to this Account ID, the Account Manager for this Account must contact an EDI Represeniative 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 will display. Click the Request Letter Access link.
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CIM'S Commercial Repayment Center Portal COB:R

Coordination of

CONTIRS FOR MEDICARE & MICHCAID SERVICES Benefits and Recovery

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

Quick Hel
Request Letter Access @ Quick Help

You may submit a request to associate data related to a Primary Payment Netice (FPN), Demand, or Defense letter you received from the Commercial Repayment
Center (CRC) that is not currently available on the portal for this Account ID. To associate this data, enter the information requested on this page and click Continue.

Once validated, information from the requested letter, as well as information from all related letters, will be available on the PPN Listing, Demand Listing and other
applicable pages for this Account 1D, Click Cancel to return fo the Account Detail page without submitting your request.

All fields are required.

Letter Information

Enter and re-enter the Letter |D from the letter you want to access: Entry Hint

“Letter ID:

“Re-enter Letter ID:

*Tax Identification Number

* Select the type of letter you are using to associate information to your account and provide the required key piece of data for that letter type: Entry Hint
() Defense Letter - Enter the Case ID:
¢y Demand Letter - Enter the Total Debt Due printed on the letter: $

—y Primary Payment Notice (PPN) - Enter the PPN Response Due Date : ! (MM/DDICCYY)

Cancel Continue

Slide notes

The CRCP will display the Request Letter Access page. You will use this page to submit your request. All fields
designated with an asterisk are required.

Enter and re-enter the Letter ID for the letter that is not currently available on your account. The Letter ID is a
number that begins with ‘86’.

This number can be found in the upper left corner of the Defense, Demand or PPN letter in the "Regarding"
section.

You must enter all numbers when you are keying the Letter ID on this page. Spaces and special characters are
not allowed.

Note: The Request Letter Access page has now been updated to include the Tax Identification Number (TIN) as
an additional matching criterion.
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CIM'S Commercial Repayment Center Portal COB:R

Coordination of
CONTIRS FOR MEDICARE & MICHCAID SERVICES Benefits and Recovery

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

Quick Hel
Request Letter Access @ Quick Help

You may submit a request to associate data related to a Primary Payment Netice (FPN), Demand, or Defense letter you received from the Commercial Repayment
Center (CRC) that is not currently available on the portal for this Account ID. To associate this data, enter the information requested on this page and click Continue.

Once validated, information from the requested letter, as well as information from all related letters, will be available on the PPN Listing, Demand Listing and other
applicable pages for this Account 1D, Click Cancel to return fo the Account Detail page without submitting your request.

All fields are requirad.

Letter Information

Enter and re-enter the Letter |D from the letter you want to access: Entry Hint

“Letter ID:

“Re-enter Letter ID:

*Tax Identification Number

* Select the type of letter you are using to associate information to your account and provide the required key piece of data for that letter type: Entry Hint
() Defense Letter - Enter the Case ID:
¢y Demand Letter - Enter the Total Debt Due printed on the letter: $

—y Primary Payment Notice (PPN) - Enter the PPN Response Due Date : ! (MM/DDICCYY)

Cancel Continue

Slide notes

Next, select the type of letter (Defense, Demand or PPN) you want to access. 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’ followed by a dash, include
these characters when you key in 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.

If you are using a PPN, enter the PPN Response Due Date.
You must enter a two-digit month, a two-digit day and a four-digit year.
After all required information has been entered, click Continue.

Note: If at any point during the Request Letter Access process you wish to stop, click Cancel.
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Once clicked, entered information will NOT be saved, the Request Letter Access process will be halted, and you
will be returned to the Account Detail page.
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Validation

» System validates each field

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

o You must correct the error before proceeding

= System revalidates the data once it has been entered

Slide notes

The system will validate each field for accuracy. If errors are found, the system will display applicable error
messages on the screen indicating what error condition(s) 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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Homs User Opbons = Arcount settings - About This Site » LMS Links - How 1o w Reterence [Matenals » Caontac: Us Log Uit

Request Lelter Access Verification SR

Tne Emplover and Insurer information d ep'aved con this page is 3geociatzd to the Letter ID you requested on the previous page. Flease confirm that this information matzhes
your acount mtormation znd that vou wash to continue requeshng access o this lefter and, in fum, all cases inked to this ketter. Click Continue {o proceed,

|7 thig information coes not match your acceunt, 3nd you do not wsh to associate the Letter 1D to your account pleace click Cancel and contact the CRC at (855) 735-2627
to report that you have received the letter in error,

Letter (D: X E TS IS ST s

Tax ldentificatien Number (TIN): EEnARdRArRA R SR

Employer Azsoclated to Letter Dz IR I T F LWy LRI

Insurer Associated to Letter ID: LT (T T

Accaunt ID: FHEE ACCOUNI MAML

Account Type: Employzr - Apolics to Employes and Other Plan Sponsors

Cancel Cantimie

Slide notes
If no errors are found on the Request Letter Access page, the Request Letter Access Verification page will display.

You must click Continue to confirm that you want to associate information from the displayed Letter ID, as well
as information from all related letters, to the Account ID noted.
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No Match

* If the Letter ID and/or key data element cannot be matched
in the CRCP

= CRCP will display message to contact the CRC
o CRC Phone: 1-855-798-2627

Slide notes

If the Letter ID and/or key data element entered on the Request Letter Access page cannot be matched to a
letter in the CRCP,

the CRCP will display a message to contact the CRC. Contact the CRC at 1-855-798-2627 for assistance.
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1 inme: User CIptinns » Acroimt Serings » Ahout This Site - GMS | inks « liowTn Referenne Mateals » Contart 13 | oy Cift

- . € uick [elp
Request Letter Access Confirmation

¥ou have sueresstilly associated information fram the diaplayed | otter 10, a5 well as informatinn fram Al relared Intters, 0 the Actount [T shown on this 0age Yol may vicw
thiss infemmgaticn on e PPN Lisliog page and'vn Deirend Lisling page, gy applicable.

Letter ID: d#haddddlgadddLaad s

Tax Identification Number (TIN): b rde &8 b vl B L e

Aceount |D: w### - ACCOUNT MAME

Account Typs: Emipluyer - Apulies o Employers and Other Plan Sponsus

Slide notes

If the Letter ID and/or key data element entered on the Request Letter Access page are matched to a letter on
the CRCP, the Request Letter Access Confirmation page will display.

You have successfully associated information from the displayed Letter ID, as well as information from all related
letters, to the Account ID selected.

You may view this information on the PPN Listing page and/or Demand Listing page, as applicable.
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CMS COB:R

Cocrdination of
_CENTERS FOR MEDICARE & MEDICAID SERYICES Benefita and Recovery

You have completed the CRCP Request Letter
Access 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 Request Letter Access 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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COB:R

Cocrdinatien of
Benefits and Recovery

nave any questions or feedback on this material,
_, please go to the following URL:
1ttps://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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