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Slide notes 

Welcome to the Medicare Secondary Payer Recovery Portal (MSPRP) Account Designee Access course. 

As a reminder, you may view the slide number you are on by clicking on 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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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 found in the MSPRP User Manual found at the 
following link:  

https://www.cob.cms.hhs.gov/MSPRP/. 
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Slide notes 

This course will describe the basic registration process you will follow to become an Account Designee, (i.e., how 
you will set up your Login ID and Password for the first time), and the access privileges you will receive once you 
are registered. 
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Slide notes 

Account Designees assist the Account Manager with the case recovery process. They may perform most tasks 
related to working with recovery cases on the MSPRP. 

The Account Designee has the ability to: submit authorization documentation, request conditional payment 
information, request a conditional payment letter, dispute claims, submit case settlement information and, 
initiate the demand letter.  

Note: Only those actions that are applicable to the case will be available. However, Account Designees may not 
invite other users to become Account Designees nor can they update general account information. 
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Slide notes 

Account Designees are selected and added to an account by the Account Manager. 

Once you have been added to an account as a Designee, the MSPRP sends you an invitation e-mail which 
includes instructions on your next steps. A sample e-mail is shown on the slide. 

If you already have a Login ID for the Workers’ Compensation Medicare Set-Aside Portal (WCMSAP), Section 111 
Coordination of Benefits Secure Web site (COBSW), Commercial Repayment Center Portal (CRCP), 

or MSPRP (as an Account Designee or Account Manager for a different account), you will not register for another 
MSPRP Login ID. 

You will access the MSPRP using your existing Login ID and Password for these systems. 

If you do not already have a Login ID for the WCMSAP, Section 111 COBSW, CRCP or MSPRP, you must click on 
the link in the invitation e-mail to register. 

This link becomes inactive after 30 days of non-use, so it is important to register as soon as possible after 
receiving the invitation e-mail. 
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Slide notes 

When you click on the link in the invitation e-mail, the MSPRP Login Warning page will display. 

This page provides information about MSPRP security measures including access, penalty and privacy laws. 

This page can be printed from the MSPRP by clicking the [Print this page] link on the Web site. 

Scroll to the bottom of this page to review the entire statement. 

You must agree to the terms of this warning each time you access the MSPRP. 

Click the [I Accept] link at the bottom of the page to continue. 
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Slide notes 

The Designee Registration page will display. 

As an Account Designee, you register yourself on the MSPRP. 

You will only go through this process once, as you need only one Login ID no matter how many Account IDs you 
will ultimately work with. 

This is the initial page in the registration process where you will create your Login ID and Password for the 
MSPRP. 
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Slide notes 

You are required to enter the Passphrase given to you by the Account Manager for this account. 

The Passphrase is a short sequence of case-sensitive letters, numbers, and/or symbols, up to 30 characters long. 

You must enter it exactly as the Account Manager gave it to you. 

If the Account Manager did not provide you with the Passphrase, contact them at the phone number or e-mail 
address displayed on this page. 
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Slide notes 

You must read and agree to the terms of the User Agreement. 

You can read and/or print the User Agreement in a separate window by clicking the [View and print the 
agreement below] link. 

Once you have read the User Agreement, and agree to abide by the terms, click the [User Agreement] checkbox.  
This checkbox indicates acceptance/non-acceptance of the User Agreement. 

You must agree to the terms in the User Agreement in order to proceed with your registration. 

Click [Continue] to proceed to the next page in the Designee Registration process. 
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Slide notes 

The Designees Personal Information page displays. All fields denoted by an asterisk (*) are required. 

Enter your name and e-mail address. 

Note: This e-mail cannot match that of the Account Manager for this account or the Account Representative for 
any MSPRP account. 

Re-enter your e-mail address for verification purposes. This information cannot be cut and pasted. 

Enter your phone number and mailing address. 

For the Address Line 1 field, the street number and street name should be placed on one address line field while 
other information such as suite number, attention to, etc. should be placed in the Address Line 2 field, if 
applicable. 

When the required information has been entered, click [Continue] to proceed. 
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Slide notes 

The Designee Login Information page will display. 

This page is used to create a Login ID and Password which will allow the MSPRP to authenticate your identity 
each time you login to the MSPRP. 

You must set up a Login ID and Password that conforms to the CMS standard guidelines shown on this page. 

Create and enter a Login ID, and enter and re-enter a Password.  You will use this Login ID and Password to 
access the MSPRP site. 
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Slide notes 

Choose security questions and answers that can be easily remembered. 

This information will allow you to access your Login ID and reset your Password in the event you forget either 
one. 

When you have completed the Designee Login Information page, click [Continue]. 
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Slide notes 

The Designee Summary page will display next. 

This page displays a summarized view of the information that was entered during the Account Designee 
registration process. 

It also provides you the opportunity to revise your name, phone number, Login ID and/or Password, and address. 

Review this information to ensure it is accurate. 

If information needs to be corrected, click [Edit] for the corresponding section. 

This will direct you to the applicable page to make updates. 

Once you have completed making your corrections, click [Continue] on the page you are editing as well as each 
subsequent page until you return to the Designee Summary page. 

Note: To make corrections to your address, click [Edit] for the Personal Information section. 

When you have verified the information, click [Continue]. 
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Slide notes 

The Thank You page will display which confirms that you have successfully completed your registration. 

Click [Exit] to return to the Welcome to the MSPRP Login page. 
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Slide notes 

The Welcome to the MSPRP Login page will display. 

You can login to the MSPRP using the Login ID and Password you just created and begin using the MSPRP to 
access accounts associated with your Login ID. 

Enter your Login ID in the User Name field and your Password in the Password field and then click [Login]. 
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Slide notes 

The Account List page displays. 

You are now logged into the MSPRP system. 

The Account List page is the Account Designee’s Home page. 

This page functions as the main processing page to initiate any MSPRP functions available to you as the 
Designee. 

The Account IDs listed on this page are the accounts you are associated with. 

Click the [Account ID] you want to work with. 

 



Account Designee Access Tuesday, January 3, 2017 

 

Page 17 of 19 

Slide 17 - of 19 

 

Slide notes 

The Welcome! Page will display. 

The Account ID you just selected is displayed at the top of the page. 

From this page, you can View Account Activity for this Account ID, or access the following functions:  Request 
Case Access and Case Listing. 

Request Case Access is used to search for and add (link) a recovery case to your Case Listing page. 

Once a case has been successfully linked (added) to the account, both you and your Account Manager will be 
able to view the case by accessing the Case Listing page. 

You must always perform this step to link a case to your MSPRP account for the first time. 

Case Listing is used to view all cases that your Account Manager has granted you access to and includes any 
cases that you previously requested access to using the Request Case Access page. 

For more information on these two functions, see the Application Overview CBT. 

 



Account Designee Access Tuesday, January 3, 2017 

 

Page 18 of 19 

Slide 18 - of 19 

 

Slide notes 

You have completed the MSPRP Account Designee Access course. Information in this course can be referenced 
by using the MSPRP User Manual found at the following link: https://www.cob.cms.hhs.gov/MSPRP. 

For general information on Medicare Secondary Payer Recovery, go to this URL: http://go.cms.gov/cobro. 
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Slide notes 

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

 

 


