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COB:R

Coordination of
Benafits and Recovery

Medicare Secondary Payer
Recovery Portal (MSPRP)

Account Manager Basic Functions

Version 3.5, 016
MNote: 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/msprp.

Slide notes

Welcome to the Medicare Secondary Payer Recovery Portal (MSPRP) Account Manager Basic Functions course.
Note: This module is intended for those entities who will register for a corporate account.

A corporate account type indicates that the entity has an Employer Identification Number (EIN) and will be
regularly submitting MSPRP requests.

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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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 found in the
MSPRP User Manual found at the following link:
https://www.cob.cms.hhs.gov/MSPRP/.

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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Course Overview

* Role of Account Manager

 Basic Functions e
_‘l
= Manage account
d

= Account Desighee maintenance ’

Slide notes
This course will explain the role of the Account Manager and how they will manage the account and perform

Account Designee maintenance.
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Account Manager - Role
|7 Each MSPRP account must have Account Manager

= Established during Account Setup

Account Representative must contact EDI Department to
change Account Manager

o hcgistered user of the system R —

= Controls administration of account, manages overall process

= Can only have one per MSPRP account

= Can be associated to multiple MSPRP accounts as an Account Manager or an
Account Designee

= May choose to manage the entire account or invite individuals (Account
Designees) to assist in the process

Slide notes

Each MSPRP account must have an assigned Account Manager. For Corporate and Representative account
types, the Account Manager is assigned during the Account Setup process.

To replace an Account Manager, the Account Representative must contact the Electronic Data Interchange (EDI)
Department.

The Account Manager is a registered user of the system. This person controls the administration of an
organization’s account and manages the overall process.

Each MSPRP account can have only one Account Manager. For representative accounts, the Representative may
also be the Account Manager.

The Account Manager can be associated to more than one MSPRP account as an Account Manager or an
Account Designee.

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

Assist Account Manager with the case recovery
process

Can perform most tasks related to working with
recovery cases on the MSPRP

* |nvite other users to assist (Account Designees)

* Update account information

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 requests, request conditional payment amounts,
request conditional payment letters, obtain final conditional payment information, submit claim disputes,
submit 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 assist as Account Designees and they cannot update general MSPRP account information.
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Account Manager - Basic Functions

Update account information
Perform Account Designee maintenance
Request case access for the account

Manage (grant/revoke) Account Designee access

Slide notes

The Account Manager is responsible for updating general MSPRP account information and also performs the
following Account Designee Maintenance functions:

add/delete an Account Designee, edit information for an unregistered Account Designee, and regenerate the
Account Designee invitation e-mail.

The Account Manager can request case access for the account and also manage (grant/revoke) Account
Designee access to a case. Once access has been granted to a case, the Account Designee can perform the
following case specific actions:

submit an authorization request, request the conditional payment amount, request a conditional payment letter,
submit claim disputes,

request that a case be put into the Final Conditional payment process, submit the notice of settlement, and
initiate the demand letter.

Note: Only those actions that are applicable to the case will be available. Additionally, some of these actions can
only be performed if the proper authorization has been submitted and verified.
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Account List - | Quick Help
Print this page

Help About This Page

Chck the desired link to access the associated account.

You may update your personal information or change your current password by clicking the appropriate link under the
Account Settings List

-
: o | Account Settings

Multi-Factor Authentication [ .

MSPRP users may request access to view unmaskad claims data that was previously only Update Personal Information

accessible to the beneficiary. Individuals requesting this access must compiste the 1D Proofing Change Password

and Multi-Factor Authentication (MFA) process, The status of your request will display as a link
under the Muit-Factor Authentication bax. You will click this link to prograss through the reguired
steps. Once you have successfully completed this process your status will be changed to
Compiate

| g e
| £ Multi-Factor Authentication

Dwring the 1D Proofing process you will be asked to provide curment personal information and respond to questions created
by Experian Credit Services (an outside entity) to confirm your identity. This information, the questions, and your answers will Status: Initial Process
nat be stored on the MSPRP. This process will not impact your credit score, Next Step: Get Started

To use MFA services, you will be required to download and install one ar more MFA Credential 1D okens for the devices you
plan 1o use 1o access the MSPRP and then you must activate the Credential ID for your Login. To downioad a software
Credantial ID, go to the Symantec Validation and Identity Protection (VIP) Service wabsite found at the following link:
hitps:ifidprotect vip symantec com

You will be able to activate a credential after the Mext Step link has changed to Credential Required. To begin the ID
Proofing process, click the Next Step:Get Started link

Associated Account IDs:
##e#s FIRST LAST

Slide notes

To access an MSPRP account, the Account Manager must first successfully login to the MSPRP application. After
a successful login, the Account List page will display. Click the desired link to access the associated account.
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Home About This Site CMS Links How To... Reference Materials Contact Us Logoft
—
Welcome! Quick Help

Help About This Page
Account: seese FIRST LAST

The Medicare Secondary Payer Recovery Portal provides a quick and efficient way to request case information and provide
information to assist in resolving Medicare's recovery claim,

) ) ; e - Account Settings
‘With the use of this portal, you may submit a valid authorization, request an update to the conditional payment amount,

submit settiement information and dispute claims Updalis Abcount infornation

You may view the account activity by clicking the appropriate link under the Account Settings Designee Maintenance
Wiew Account Activity

To reguest information regarding a case you have not already associated to your account, click the Request Case Access
link below

To see cases that you have previously associated fo your account, click the Case Listing link below.
Mote: You will not be able to use the links below until your Profile Report has been refurmned.
Request Case Access

Case Listing

Slide notes

The Welcome! page displays. To revise account information, the Account Manager will click [Update Account
Information] in the Account Settings box.
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Skip Navigation

Update Corporate Information

\ Quick Help
‘ Prim s sage
Help About This Page
You may edit the Corporale Account information or Acscount Representative infermation by didgiing en the Edit button

of thet section. You may not change the sccount type. Click the Continue bution to submit the changes. Click the
Cancal bution to return to the Home Pege. all changss will ba lost,

Account Type: Corporate

-Edl Account Representative (AR) E“
Corporate Information Information
Employer ldentification {EIN): First Hame: 4245 M4 Last Hameiasss
Corporate Name: AAMAAAASAA Tithe: AAAA

E-Mail Address: sasasansas
Recovery Case Mailing Address T FEEE

Fhone. s=s=&=== exXL =
Address Line 1: AAAAAAASAS
Address Line 2: AAALLAAARA
City: AAAAAAAAAA
Siate: AAAAAARAAA
Zip Code: ===

“Corire 0 IR

Slide notes

The Update Information page will display. The one pictured here, Update Corporate Information page, is what
will display for corporate users.

This page lists the Recovery Case Mailing Address and Account Representative contact information. The Update
Information screens for Representative account types are very similar and function the same way.

To make any corrections, click the [Edit] button next to the corresponding section.
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Skip Navigation

Quick Help
Corporate Information

An asterisk (*) indicates a required field ol U R
* Employer ldentification Number

(EIN):

* Corporation Nama:

Business Mailing Address:
* Address Line 1:
Address Line
" City:

* State: Seloct. __.J
* Zip Code:

caree ©

Slide notes

This will direct you to the applicable page to make updates. Once you have completed making your corrections,
click [Continue]. You will be returned to the Update Corporate Information page.
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Skip Navigation

Peferance Materisls Logoft

Update Corporate Information

\ Quick Help
.‘ Brive s page

Help About This Page
You may edit the Corporale Account information or Acscount Representative infermation by didgiing en the Edit button

of thet section. You may not change the sccount type. Click the Continue button to submit the changes. Click the
Cancel button to return to the Home Page, all changss will ba lost,

Account Type: Corporate

'Eﬂ Account Representative (AR) Ei
Corporate Information Information
Employer ldentification {EIN): First Name: ASA5 MIZA Last NameiAAsa
Corporate Name: AAASAAAASAA Title: ASAR

E-Mail Address: aasssassas
Fhone. s=s=&=== exl ==
Fa: s nrws

Recovery Case Mailing Address
Address Line 1: AAAAAAASAS
Address Line 2: AAALLAAARA
City. AAAAAAARAAR

State: AAAAAAAAAN

Zip Code: &&=

BCETNCY | cancel @

Slide notes

After you have returned to the Update Information page, click [Continue].
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Skip Navigation

Raference Materials

Corporate Information Update Confirmation - || SRR

The corporate information has been updsted. Click the Continue button to return to the Home Page. Print this page for
your records.

Help About This Fage

Account Type: Corporate

Corporate Information EE.] Account Representative (AR) @
Information

Employer [dentification Number(EIN):  Satiaaass First Name: 4444 Mi:A Last Name'AAAa

Corporate Name: AAAAAAAAAA Title: AsAs
E-Mail Address: 32588 28888

Recovery Case Mailing Address R i
Address Line 1: AAAAAAAAAA Fax: Wi i

Address Line 20 ARAAAAARAA

City: AAAAAAAAAA

State: AAAAAARAAL

Zip Code: s

Continue B3 _ Cancel [

Slide notes

Next, the system will display the Update Corporate Information Confirmation page, showing the updated
information.

You may print this page for your records. Click [Continue] to submit the changes and return to the MSPRP Home
page.
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"&Update Account Information

* System sends an e-mail to the Account
Manager, indicating that the account
information has been changed

* When e-mail address has been changed
= System sends e-mail to old e-mail address

= E-mail recipient instructed to notify EDI
Department if they did not initiate change

Slide notes

With the exception of a modification to an e-mail address, the system will send an e-mail to the Account
Manager indicating that the account information has been changed.

The Account Manager will be instructed to notify the EDI Department if they did not initiate the update.

When an e-mail address has been changed, the system will send an e-mail to the old e-mail address stating that
an e-mail address change has been requested.

The e-mail recipient will be instructed to notify the EDI Department if they did not initiate the e-mail address
change.
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Account Designee Maintenance

» Add Account Designees

= Up to 100 Account Designees for corporate account

= Up to 5 Account Designees for representative account

* Edit information for unregistered Account Designee

* Regenerate invitation e-mail for Account Designee’s
registration

* Delete Account Designee

Slide notes

The Account Manager may designate one or more Account Designees to assist with case management. The
number of Account Designees associated with one MSPRP account is dependent on the account type.

Corporate accounts may have up to 100 Account Designees. Representative accounts may have up to 5. The
Account Manager can perform the following Account Designee maintenance functions:

add an Account Designee, edit information for an unregistered Account Designee, regenerate an invitation e-
mail with a token link for an Account Designee’s registration, and delete an Account Designee.

Note: To change the role of an Account Designee on an existing account to an Account Manager, the Account
Representative can contact their EDI representative by phone at 646-458-6740 or by email at:
COBVA@GHIMedicare.com for assistance.
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Home About This Site CMS Links How To... Reference Materials Contact Us Logol?
—_———
Welcome! Quick Help

Help About This Page
Account: seese FIRST LAST

The Medicare Secondary Payer Recovery Portal provides a quick and efficient way to request case information and provide
information to assist in resolving Medicare's recovery claim,

) ) ] . -~ Account Settings
‘With the use of this portal, you may submit a valid authorization, request an update to the conditional payment amount,

submit settiement infarmation and dispute claims Update Account Information

You may view the account activity by clicking the appropriate link under the Account Settings Designee Maintenance
Wiew Account Activity

To reguest information regarding a case you have not already associated to your account, click the Request Case Access
link below

To see cases that you have previously associated fo your account, click the Case Listing link below.
Mote: You will not be able to use the links below until your Profile Report has been refurmned.
Request Case Access

Case Listing

Slide notes

To manage Account Designees, click [Designee Maintenance] from the Account Settings menu.
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About This Site CMS Links Referance Materials Contact Us

Designee Listing » | Quick Help

Print this pags

Help About This Fage
This page provides the Designee{s) information for the Individuals you have assigned to the account.

An Account Manager can only make changes to a pending Designes. Once the Designes has registered and has a Login
1D, the Account Manager cannat make changes to the Designes information other than deléting the Designea from the
account.

To make changes 1o the account of a padicular Designee listed, selec the link on the indhidual's last name. To delele a
Designee select the Delete funciion to the left of the indwidual's name. Use the Add a Designee function to include an
individual as a designes, Individuals added as designees will receive an &-mail notifying them that they have been invited
to be a designee for the account.

Selecting Cancel will return you to the Home Page.

Delete  Last Name First Name E-mail Address Passphrase Status
x Lasthame Firsthame ABLAALABMANTENALAAR AAR 123458 Pending
x LastMame Firsttidame EBEEEBEEBEZEBBBE BEB 12345 Auctive

Add Designee E3 | Cancel 3

Privacy Policy | User Agreement

Slide notes

The Designee Listing page will display. All Account Designees and their associated statuses (Pending, Active,
Locked, Expired, Revoked) will be listed.

To add a potential Account Designee, the Account Manager must first invite them. To initiate this process, click
[Add Designee].
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Designee Information o Quick Help

Hedlp About This Pape

Please click the Continue buttom to chedk the E-Mail Address of @ potential dessgnes. To cancel and retum to the Desgnes
Listing page, click the Camcal bulton.

An asterizk (%) indicates a reguined field. We ask for the E-mail address Lo verify if the person is cumenily a registerad user.

“Deesignee E-rmail Add ress:

“Re-enter Designes E-mail Address:

Privacy Policy | Wser Agreement

Slide notes

The Designee Information page will display. Enter and re-enter the e-mail address of the Account Designee you
wish to invite and click [Continue].
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Add Account Designee

System checks that e-mail is not in the database
mmm| TOr existing user

= Existing user can be an Account Designee as long as they are
not registered as an Account Representative for any MSPRP
Account ID

Slide notes

The system will check that the entered e-mail address is not in the MSPRP system for an existing MSPRP user. An
existing, registered user can be an Account Designee for your Account ID

as long as they are not already registered as an Account Representative for any MSPRP Account ID or as an
Account Manager for this Account ID. Note: The Account Designee can be an Account Manager or an Account
Designee on another account.
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Designee Invitation - Quick Help

Prne tis page

Help About This Page
Flease provide the name and a pass-phrase for the designes 1o enter during the regisiration process.

#An astenisk (7) indicates a required field.

“Designes First Mame: Jlane
“Designee Last Name: Lewis
“Passphrase: Sample Passphrase
“Re-enter Passphrase: Sample Pazssphraze
B Previous Cancel £3

Privacy Follcy | User Agreement

Slide notes

If the entered e-mail address is found in the system (i.e., the invited Account Designee is already a registered
user), the Designee Invitation page displays

with the Designee First and Last Name fields pre-populated based on the e-mail address that was entered on the
Designee Information page.

The Account Manager must verify and confirm that the information entered is for the correct Account Designee.

If the e-mail address is not found in the system, the Account Manager must enter the first and last name for the
Account Designee, and create a Passphrase (a short, case-sensitive phrase, up to 30 characters).

The Passphrase is entered twice. Do not cut and paste this information. The Account Manager must contact their
Account Designee and provide them with the Passphrase.

The Account Designee will need this passphrase in order to register. Click [Continue] to proceed.
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Skip Mavigation
Homea AbOUt Thiis Site CMS Links How To... Raferance Materials Contact Us LogafT

Designee Confirmation S Y Quick Help

Help About This: Page
The folbowing Designee has been sucoessfully added to fhe account. The designes will receve an email nofifying them that
they have been invited te become a designes on the Account and may access the Accoant i nformation by loegging into the
MSPRP Wabsite. I the invilad Designes is nol cumently a regislerad user, please comlact the Designes and provide therm
with passphrase wou created; the passphrase IS necessany Tor them 1o complete registration .

Click the Confinue bution to retwmn fo the Designes Listing page.

Designes First Mame: Jane
Designes Last Name: Lewis
Designes E-Mail: sadams@gmail.com

Privacy Policy | User Agrearnerl

Slide notes

The Designee Confirmation page will display. This page confirms that the Account Designee has been invited to
the account. Click [Continue].
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About This Site CMS Links Referance Materials Contact Us

Designee Listing » Quick Help

Print this paga

Help About This Fage
This page provides the Designee{s) information for the Individuals you have assigned to the account.

An Account Manager can only make changes to a pending Designes. Once the Designes has registered and has a Login
D, the ACCount Manager cannat make changes to the Designee information other than deleting the Designesa fram the
account.

To make changes 1o the account of a padicular Designee listed, selec the link on the indhidual's last name. To delele a
Designee select the Delete funciion to the left of the indwidual's name. Use the Add a Designee function to include an
individual as a designes, Individuals added as designees will receive an &-mail notifying them that they have been invited
to be a designee for the account.

Selecting Cancel will return you to the Home Page.

Delete  Last Name First Name E-mail Address Passphrase Status
b3 LastMName Firsthame ABLAALABMANTENALAAR AAR 12348 Fending
x LastMame Firsttidame EBEEEBEEBEZEBBBE BEB 12345 Auctive

| Add Designee E3 | Cancel 3

Privacy Policy | User Agreement

Slide notes

The Designee Listing page will re-display. If the entered e-mail address was found in the system (i.e., the invited
Account Designee is already a registered user),

the Account Designee will be listed with an 'Active’ Status. If the e-mail address was not found in the system, the
Account Designee is listed with a status of 'Pending.’

Page 22 of 43



Account Manager Basic Functions Monday, October 10, 2016

Slide 22 - of 41

Invitation E-mai

Designee Invitation
DoMNotRephy@cob.cms hhs.gov
Thu SAE0LE 15 PM

AAAAANTIAAR AR
AL AAREIALL ALK

#** PLEASE DO NOT REPLY TO THIS EMAIL ***

Dear Name

ou have been invited by: First Last, for Account ID: 59999, to participate in the
Mediciwe Secondary Paver Recovery Fotal (M3PRP) web portal process, Pleass Dolluw
this link to register: htrps:guz_ cob.cms bhs gov MSPREP designeeRegictrarion ®
token=pZDiww MEtwwhbw, If vou have already registered. please visit the Medicare
Secondary Paver Recovery Portal Welcome Page at hurps:/qua.cob.cms bhs govMSPRP/
1o login

For any questicns or problems please contact the person named In the paragraph above.

This electronic message transmission is intended only for the person of entity to whick it
is addressed and may contain information that is privileged. confidential or otherwise
protected from disdosure. If vou have received this tzansmission, but are not the
intended recipisnt, vou are hereby notified that any disclosure, copving, distribution or
use of the contents of this information is strctly prohibited. If vou hawe received this e-
mail in error, please contact the Electrenic Data Interchange [EDT) Depattment at (646)
4586740 and delete and destroy the ariginal message and all copiss

Slide notes

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

If the Account Designee is an existing user (i.e., the invited Account Designee is a registered user of the Section
111 Coordination of Benefits Secure Web site (COBSW), Workers’ Compensation Medicare Set-Aside Portal
(WCMSAP),

Commercial Repayment Center Portal (CRCP),and/or the MSPRP as an Account Designee or Account Manager for
another Account), they may log into the MSPRP and complete tasks related to the MSPRP account.

If the Account Designee is not an existing user, they must click on the link provided in the e-mail and enter the
Passphrase that the Account Manager provided them with in order to successfully register for the MSPRP.

Once the registration has been completed, the Account Designee will be able to access the MSPRP account.
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* Have not yet registered on MSPRP

‘Pending’ * Account Manager can edit personal
Account information

Designees

* Account Manager can view personal
information

* Account Manager cannot make
changes to Account Designee’s
information other than deleting them
from the account

‘Active’
Account
Designees

Slide notes

Account Designees in “Pending” status have not yet registered on the MSPRP. An Account Manager can edit
personal information for Account Designees in “Pending” status.

Account Managers can only view personal information for Account Designees in “Active” status. Once the
Account Designee has registered and has a Login ID,

the Account Manager cannot make changes to the Account Designee's information other than deleting the
Account Designee from the account.
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About This Site CMS Links Referance Materials Contact Us

Designee Listing -» | Quick Help

Frint this page

Help About This Fage
This page provides the Designee{s) information for the Individuals you have assigned to the account.

An Account Manager can only make changes to a pending Designes. Once the Designes has registered and has a Login
1D, the Account Manager cannat make changes to the Designes information other than deléting the Designea from the
account.

To make changes 1o the account of a padicular Designee listed, selec the link on the indhidual's last name. To delele a
Designee select the Delete funciion to the left of the indwidual's name. Use the Add a Designee function to include an
individual as a designes, Individuals added as designees will receive an &-mail notifying them that they have been invited
to be a designee for the account.

Selecting Cancel will return you to the Home Page.

Delete  Last Name First Name E-mail Address Passphrase Status
x Lasthame Firsthame ABLAALABMANTENALAAR AAR 123458 Pending
x LastMame Firsttidame EBEEEBEEBEZEBBBE BEB 12345 Auctive

EEESITICY | coneet @

Privacy Policy | User Agreement

Slide notes

To make changes to the account of a particular Account Designee in 'Pending' status, click the last name of the
Account Designee whose information you wish to update.
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Skip Mavigation

Update Designee Information ‘- Quick Help

Pring iz page

Help Abouf This Page
Please click the Confinue button to update the information of a potential designee. To cancel and refum to the Designes
Listing page, dick the Cancel button.

An astensk (") mdicates a required field

‘Designee First Nama: Jennifer
‘Duesignee Last Namo:
‘Designee E-mail Address: ‘Leom

‘Re-enter Designee E-mail
Address:

‘Passphrase: tost
‘Re-enter Passphrase:
I Regenerate loken. Check this box if another mvitation e-mai must be sent lo the Designes

ITACY | cones @

Privacy Policy | User Agreemaent

Slide notes

The Update Designee Information page displays, with the Account Designee’s personal information open for
editing. Edit the Account Designee’s information as needed. Click [Continue].
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About This Site CMS Links Reference Materlals Confact Us Sign off

Designee Update Confirmation S ™ Quick Help

Help About This Page ‘

The information for the following Designee has been successiully updated.

Click on the Continue butien to return o the Designee Listing page.

First Name: John  Last Name: Jones
E-Mail Address: [ahn-j@company.com

Privacy Policy | User Agreement

Slide notes

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

* |f Account Designee misplaces/deletes e-mail or
has not registered within 30 days

= Account Manager can regenerate e-mail

o Only for Account Designees in ‘Pending’ status

* Previous link will not work once new e-mail is
generated

Slide notes

If the intended Account Designee has misplaced or deleted the invitation e-mail, or if the Account Designee has
not registered within 30 days, the Account Manager can regenerate the invitation e-mail.

The previously-generated link will not work once a new e-mail is generated. Invitation e-mails can only be
regenerated for Account Designees in 'Pending' status.
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About This Site CMS Links Referance Materials Contact Us

Designee Listing -» | Quick Help

Frint this page

Help About This Fage
This page provides the Designee{s) information for the Individuals you have assigned to the account.

An Account Manager can only make changes to a pending Designes. Once the Designes has registered and has a Login
1D, the Account Manager cannot make changes to the Designee information other than deleting the Designee from the
account.

To make changes 1o the account of a padicular Designee listed, selec the link on the indhidual's last name. To delele a
Designee select the Delete funciion to the left of the indwidual's name. Use the Add a Designee function to include an
individual as a designes, Individuals added as designees will receive an &-mail notifying them that they have been invited
to be a designee for the account.

Selecting Cancel will return you to the Home Page.

Delete  Last Name First Name E-mail Address Passphrase Status
x LastMame Firsthame ABLAALABMANTENALAAR AAR 123458 Pending
x LastMame Firsttidame EBEEEBEEBEZEBBBE BEB 12345 Auctive

EEESITICY | coneet @

Privacy Policy | User Agreement

Slide notes

On the Designee Listing page, click the last name of the Account Designee that needs the e-mail regenerated.
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Skip Mavigation

Homa ABOUt This Site CMS Links How To. Roference Materials Contadl Us Logodr

Update Designee Information - Quick Help

Pring iz page
Help Abouf This Page
Please click the Confinue button to update the information of a potential designee. To cancel and refum to the Designes

Listing page, click the Cancel button.

An astensk (") mdicates a required field

‘Designee First Nama: Jennifer
‘Duesignee Last Namo:
‘Designee E-mail Address: Leom

‘Re-enter Designee E-mail
Address:

‘Passphrase: tost
‘Re-enter Passphrase:
I Regenerate loken. Check this box if another mvitation e-mai must be sent lo the Designes

ITACY | cones @

Privacy Policy | User Agreemaent

Slide notes

The Update Designee Information page displays. Select the Regenerate invitation E-mail check box beneath the
Account Designee’s personal information and then click [Continue].
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Skip Mavgatior

About This Site CMS Links Refarence Materials Contact Us

Designee Listing S | e |

Help About This Page
This page provides the Designee{s) information for the Individuals you have assigned to the account.

An Account Manager can only make changes to a pending Designes. Once the Designes has registered and has 3 Login
1D, the Account Manager cannaot make changes to the Designes information other than del&ting the Designee from the
account.

To make changes 1o the account of a padicular Designee listed, seled the link on the indhidual's last name. To delete a
Designee select the Delete funcion to the left of the indvidual's name. Use the Add a Designee function to include an
individual as a designes, Individuals added as designees will receive an e-mail notfying them that they have been invited
to be a designee for the account.

Selecting Cancel will return you to the Home Page.

Delete  Last Name First Name E-mail Address Passphrase Status
b3 LastMName Firsthame ABLAALABMANTENALAAR AAR 12345 Pending
x LastMame Firstilame EBEEEBEEBEZEBBBE BEB 12345 Active

| Add Designee E3 | Cancel 3

Privacy Policy | User Agreement

Slide notes

The Designee Listing page re-displays, with the Account Designee’s information unchanged. However, the system
re-generates the invitation e-mail and sends it to the e-mail address registered for the Account Designee.

To remove an Account Designee from the MSPRP account, click the [X] button next to the individual’s name.
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Designee Listing | | Quick Help |

Help About This Page
This page provides the Designee(s) Information for the Individuals you have assigned to the account.

An Account Manager can only makes changes to a pending Designee. Once the Designees has registered and has a Login
1D, the Account Manager cannot make changes to the Designee information other than deleting the Designee from the
account.

To make changes 10 the account of a paricular Designes listed, select the link on the individual's last name. To delete a
Designees select the Delete funclion to the left of the indvidual's name. Use the Add a Designee function to include an
individual as a designee. Individuals added as designees will receive an e-mail notfying them that they have been invited
to be 3 designes for the account.

Selecting Cancel will return you to the Homa Page.

Delete Last Name First Name E-mail Address Passphrase Status

x LastName Firstame AABAAAARBATIARAAA BAA 12345 Pending

Add Designee [EY | | Cancel EJ

Privacy Policy | User Agreement

Slide notes

The Designee Listing page displays. The Account Designee that was deleted will no longer appear on the listing
and will no longer be able to access this MSPRP account.

Note: The Account Designee will not be deleted from any other account they are associated with.
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Delete Designee Confirmation » Quick Help

Prirt thiss page

Help About This Page
Please ciick on the Continue button to confirm your delete request for this Account Designee. This will remove the individual

from this Account D only. The Designee will mo longer have access fo this Account ID but will retaim access to any ather
accounts to which they are cumrently associated

Click on the Cancal button to refum to the Designee Listing page withoat deleting this Account Designee.

Designes First Mame: Jane
Designee Last Name: Lewis
Designes E-MWail: sadamsEgmail. com

T | oo @

Privacy Policy | User Agreement

Slide notes
The Delete Designee Confirmation page will display.

If you do not want to delete this Account Designee from the MSPRP account, click [Cancel] to return to the
Designee Listing page. The Account Designee will still be listed with their status unchanged.

If you do want to delete this Account Designee from the MSPRP account, click [Continue].
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Welcome! Quick Help

Help About This Page
Account: seese FIRST LAST

The Medicare Secondary Payer Recovery Portal provides a quick and efficient way to request case information and provide
information to assist in resolving Medicare’s recovery claim,

) ) ; e - Account Settings
‘With the use of this portal, you may submit a valid authorization, request an update to the conditional payment amount,

submit settiement information and dispute claims Updalis Abcount infornation

You may view the account activity by clicking the appropriate link under the Account Settings Designee Maintenance
Wiew Account Activity

To request information regarding a case you have not already associated to your account, click the Request Case Access
link below

To see cases that you have previously associated fo your account, click the Case Listing link below.

Mote: You will not be able to use the links below until your Profile Report has been refurmned.

Request Case Access

Case Listing

Slide notes

In order to access or manage a case, you will need to link (add) the case to your account using the Request Case
Access link. You must always perform this step to link a case to your MSPRP account for the first time.

To link (add) a case to the Account, click [Request Case Access].
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Quick Help

New Case Reguest
Heélp About This Fage
The information requested below will be systematically validated to ensure you have the appropriate authority 1o access
the ReMAS case. Once the information = validated, you can perform specific acions on the case, upload corresponding
dacumantation in POF fila format, request conditional payment lattar

To begin the new case inguiry process, enter the required data and click the Continue button. To cancel the case creation
click the Cancel button to return to the Home page

‘Case IDx OR  "Date of Incident: !
“HICH: OR “SSM:
‘Last Name: (At laast first fus lafters)
“Benaficiary's Date of ! ! (MMDDICCYY)
Birth:
Insurance Type -Selwcl o
Liability

Cal No-Fault
= Workers' Compensation

Slide notes

The New Case Request page displays. Enter the following information for the case you want to access: Case ID or
Date of Incident (DOI),

Beneficiary Health Insurance Claim Number (HICN) or Social Security Number (SSN), Beneficiary Last Name,
Beneficiary’ Date of Birth, and optionally, the Insurance Type.

If the MSPRP cannot locate the case based on the submitted information, it will display the following message:
“No Matching Case Records Found based on the information provided."

Verify that the data was entered correctly. If any of the fields were incorrectly entered, correct the error and
click [Continue].

Note: The following cases will not be available on the MSPRP: cases referred to CMS, cases referred to
Department of Justice, and cases involving Workers' Compensation Medicare Set-Aside Amount (WCMSA).

WCMSA cases are only accessible on the Workers' Compensation Medicare Set-Aside Portal (WCMSAP).

For information on the WCMSAP, see the following link: http://go.cms.gov/wcmsa.
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T o e T

Case Information

Case D 2011 1TA0S0001 50
Coarwe Tpar: Linllily Hema s
Case Statusr Uocmand locued vihat 1o thes

iary Medicare Muimbsei: “*“=07Dos

iy TROIFE : MRS S

Dl et ry Loast Marme: CSmth

Authomzation Level: §'root of [iepressntation

ARTMOTIZATION STaTUE: /efMed

Cavmelitin faal May ment Mathos Armsant: S5O0 00

Condithonal Payment Motice Mall Date: D50 1202001
LA T Ay PR MAT e Respnamae Dae e 070810

Rights and Responsibilites Letier Maill Date: DEO1/2Z090
Date of Incident; 08 32008

IFALEATFY [IATE: SF IPEAIan 1 (01 SISO WV i I
Camnditional Fayment Lermer Maid Dage: 08000201
Current Conditional Payment Amount: SZ800.00
Conditlonal Payment Amoant Updated omn D002 1
Deamand Letter Manl Liate: U0 172011

Dannand AmMSunt: 5375900

MNEWY - Final Condimonal Fayment Frocess
Final Condifional Payment Process Initlatesd = 09/07 /7000
12U days’ NoRIcE of Antcipated Setiicment Manl Uate: U 1/ulues

Finnl Canaimianal Muysnemt REerjiieate: A0 /0T 1855

Requeai Cinal Conditional Fayneent by @ 00022000

Final U andifeanal Bayment SEmbun: Sctees o

Final Conditional Payment Status Daote: 0000 2006

rriw page | Gk Hel 0 Huwbe Alxoul Thine Bare

Firml Canaitiansl Mag@Ement ARaiEnTess 75ae m0

Flease select an actuon mom the Tollowing st it the opuon 15 disabled (grayed out) it may not be avallable ror the case
at this time:

Jew /| Reguest Sushari=ations
RCOUICSE OGN RO TS T SORGRIDnal POyt aimaunt — WWhar i s>
FREOUSAE AN SIEEIranis Srnalinrnd POV eEnT ST with Curment Conaiione DEyimcns AMmoumnT T is s
FEARIWANT A AR SAEYy S TG AARAMOAR AYITanE ITRAF  VVRAT B TR

Himgur Fumal §Lrendinnal Hmymsnt e s sn

revctm 1310 |y Blohes o St gnatec] sttt Wihat im that

Coamloykate [ analb §

ructebioimall B Ayt Srmecent b EhisT

Requeest an slectronic Displte Denial for Finsl Sonditicnesl Payrment Case Letfter wirh Curtent Conditional Paymesnt Ancdsnt WWhat is this™
e f Dispute Clalmes Listing  Whast is thisT

Poovide e Molce of Sedleermeal bofos sesadico

Brvilnadey Dhwr roes f Lallse Warml i L 7

Cancel 3

Slide notes

If the MSPRP locates the case based on the information submitted, the Case Information page will display and
the case will be added to the Case Listing page for the account.

The top-half of the Case Information page allows you to view information related to the case.

The middle portion of the page allows you to view Final Conditional Payment Process information (if applicable)
and the bottom half of the Case Information page identifies various actions that can be taken on a case which
may include:

View/Request Authorization (Beneficiary Proof of Representation, Beneficiary Consent to Release, or Recovery
Agent Authorization); Request an update to the conditional payment amount; Request a copy of the conditional
payment letter;

View/Dispute Claims Listing, Provide the Notice of Settlement Information and initiate Demand Letter. Note:
Only actions that are applicable to the case will display.
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For example, a recovery case initiated by the Commercial Repayment Center (CRC) based on an insurer’s or
workers’ compensation entity’s ongoing responsibility for medicals will not involve a settlement.

Therefore, the update the conditional payment amount, request a copy of the conditional payment letter and
provide notice of settlement information actions will not display.
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Home About This Site CMS Links How To... Reference Materials Contact Us Logol?
—_———
Welcome! Quick Help

Help About This Page
Account: seese FIRST LAST

The Medicare Secondary Payer Recovery Portal provides a quick and efficient way to request case information and provide
information to assist in resolving Medicare's recovery claim,

) ) ] . -~ Account Settings
‘With the use of this portal, you may submit a valid authorization, request an update to the conditional payment amount,

submit settiement infarmation and dispute claims Update Account Information

You may view the account activity by clicking the appropriate link under the Account Settings Designee Maintenance
Wiew Account Activity

To reguest information regarding a case you have not already associated to your account, click the Request Case Access
link below

To see cases that you have previously associated fo your account, click the Case Listing link below.
Mote: You will not be able to use the links below until your Profile Report has been refurmned.
Request Case Access

Case Listing

Slide notes

To view and manage cases that have been associated/linked to your MSPRP account, click [Case Listing].
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Skip Nawgation

About This Site ‘Reference Materials Lagoft

Case Listing L Quick Help

Healp Ahoit This Page

The following are the case inquiries associated to Account 1D #xse=

Towview case detail information, dick the case number. To manage Designee access to the case, dick on the Manage
Access link

To perform a search, enter any search criteria and click the Search button.

Case ID: Search Hint
Beneficiary HICH:

Beneficiary SSN: =

Baneficiary Last Name: Bearch Hint
|Search

Selecting Cancel will return 1o the Home Paae.

Cases
Case D * Bene Last Hame Bene HICHISSH  Bene Date of Birth Case Access
[ sussssususaun AAAANRA ke MMDDYYYY
F BERBEER Ty MMDDYYYY

Cancel E3 Remove Cases EJ

Slide notes

The cases that are associated to your MSPRP account appear at the bottom of this page. The Case ID,
beneficiary's last name, beneficiary's HICN/SSN and beneficiary's date of birth are noted for each case.

To view case information on a specific case, you will click the [Case ID] link that appears in the list of cases. This
will take you to the Case Information page for that case.

To manage access to the case, select [Manage Access].
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Skip Mavigation|

Manage Case Access - Quick Help
Pricd This page I

Help About This Page
Case |0 ssssssssaasssss Beneficiary Last Hame: AAAA

You may seled a designee by cheding the chedibax nesxt 1o their name. To select all Designess, cick the Ssled All
chesbox. To remove all previously selected designees, click on the Select All cheodax twice.

Designee associations for the case:

Designee Name Grant/Revoke Access
v

[ selact an

AAAA AALANL

Cancel €3 |

Privacy Policy | User Agreement

Slide notes

The Manage Case Access page displays. This page allows you to grant or revoke an Account Designee’s access
for the Case ID and Beneficiary Last Name displayed at the top of the page.

This page displays all Account Designees currently associated to your account.

Click the [Grant/Revoke Access] checkbox next to the Designee name to grant or revoke access to the Account
Designee. A checked box means the Account Designee has been granted access to the case.

A blank (unchecked) box means that they do not have access to the case/their access has been revoked.

To include/exclude all Account Designees in having access to the case, click the [Select All] checkbox. This is a
toggle on/off switch to select/de-select Account Designees. Click to select all Account Designees, click again to
de-select all Account Designees.

When you have completed your selections, click [Continue].
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Skip Navigalig
Aboul This Sie CMS Links Reference Materials Contact Us

Case Access Confirmation - Quick Help

Print this page

Help About This Page
Case |k sodsstsmE s Beneficiary Last Name: BenelLastMame

The following Designees have aceess to the case:

Designee Name

FirsiMame Lastiamea

Privacy Policy | User Agreement

Slide notes

The Case Access Confirmation page displays. The list of Account Designees that have access to this case is
displayed. Click [Continue] to return to the Case Listing page.
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COB:R

Coordination of
Benafits and Recovery

ave completed the MSPRP Account Manager
unctions course. Information in this course can be
enced by using the MSPRP User Manual found at the
ollowing 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.

Slide notes

You have completed the MSPRP Account Manager Functions 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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COB:R

Coordinati
Benefits and Recovary

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

Slide notes

If you have any questions or feedback on this material, please go to the following URL:
http://www.surveymonkey.com/s/MSPRPTraining.
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	Slide notes 
	The Account Designee’s personal information is updated and the Designee Update Confirmation page displays. 
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	Slide notes 
	If the intended Account Designee has misplaced or deleted the invitation e-mail, or if the Account Designee has not registered within 30 days, the Account Manager can regenerate the invitation e-mail. 
	The previously-generated link will not work once a new e-mail is generated. Invitation e-mails can only be regenerated for Account Designees in 'Pending' status.  
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	Slide notes 
	On the Designee Listing page, click the last name of the Account Designee that needs the e-mail regenerated. 
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	Slide notes 
	The Update Designee Information page displays. Select the Regenerate invitation E-mail check box beneath the Account Designee’s personal information and then click [Continue]. 
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	Slide notes 
	The Designee Listing page re-displays, with the Account Designee’s information unchanged. However, the system re-generates the invitation e-mail and sends it to the e-mail address registered for the Account Designee. 
	To remove an Account Designee from the MSPRP account, click the [X] button next to the individual’s name. 
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	Slide notes 
	The Designee Listing page displays. The Account Designee that was deleted will no longer appear on the listing and will no longer be able to access this MSPRP account. 
	Note:  The Account Designee will not be deleted from any other account they are associated with. 
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	Slide notes 
	The Delete Designee Confirmation page will display. 
	If you do not want to delete this Account Designee from the MSPRP account, click [Cancel] to return to the Designee Listing page. The Account Designee will still be listed with their status unchanged. 
	If you do want to delete this Account Designee from the MSPRP account, click [Continue]. 
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	Slide notes 
	In order to access or manage a case, you will need to link (add) the case to your account using the Request Case Access link. You must always perform this step to link a case to your MSPRP account for the first time.  
	To link (add) a case to the Account, click [Request Case Access].  
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	Slide notes 
	The New Case Request page displays. Enter the following information for the case you want to access: Case ID or Date of Incident (DOI), 
	Beneficiary Health Insurance Claim Number (HICN) or Social Security Number (SSN), Beneficiary Last Name, Beneficiary’ Date of Birth, and optionally, the Insurance Type. 
	If the MSPRP cannot locate the case based on the submitted information, it will display the following message:  “No Matching Case Records Found based on the information provided." 
	Verify that the data was entered correctly. If any of the fields were incorrectly entered, correct the error and click [Continue]. 
	Note: The following cases will not be available on the MSPRP: cases referred to CMS, cases referred to Department of Justice, and cases involving Workers' Compensation Medicare Set-Aside Amount (WCMSA). 
	WCMSA cases are only accessible on the Workers' Compensation Medicare Set-Aside Portal (WCMSAP). 
	For information on the WCMSAP, see the following link: http://go.cms.gov/wcmsa. 
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	Slide notes 
	If the MSPRP locates the case based on the information submitted, the Case Information page will display and the case will be added to the Case Listing page for the account. 
	The top-half of the Case Information page allows you to view information related to the case.  
	The middle portion of the page allows you to view Final Conditional Payment Process information (if applicable) and the bottom half of the Case Information page identifies various actions that can be taken on a case which may include:  
	View/Request Authorization (Beneficiary Proof of Representation, Beneficiary Consent to Release, or Recovery Agent Authorization); Request an update to the conditional payment amount; Request a copy of the conditional payment letter;  
	View/Dispute Claims Listing, Provide the Notice of Settlement Information and initiate Demand Letter. Note: Only actions that are applicable to the case will display.  
	For example, a recovery case initiated by the Commercial Repayment Center (CRC) based on an insurer’s or workers’ compensation entity’s ongoing responsibility for medicals will not involve a settlement.  
	Therefore, the update the conditional payment amount, request a copy of the conditional payment letter and provide notice of settlement information actions will not display.  
	 
	Slide 36 - of 41 
	P
	Span
	Span
	 
	InlineShape

	Slide notes 
	To view and manage cases that have been associated/linked to your MSPRP account, click [Case Listing].  
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	Slide notes 
	The cases that are associated to your MSPRP account appear at the bottom of this page. The Case ID, beneficiary's last name, beneficiary's HICN/SSN and beneficiary's date of birth are noted for each case. 
	To view case information on a specific case, you will click the [Case ID] link that appears in the list of cases. This will take you to the Case Information page for that case. 
	To manage access to the case, select [Manage Access]. 
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	Slide notes 
	The Manage Case Access page displays.  This page allows you to grant or revoke an Account Designee’s access for the Case ID and Beneficiary Last Name displayed at the top of the page.    
	This page displays all Account Designees currently associated to your account. 
	Click the [Grant/Revoke Access] checkbox next to the Designee name to grant or revoke access to the Account Designee.  A checked box means the Account Designee has been granted access to the case.  
	A blank (unchecked) box means that they do not have access to the case/their access has been revoked. 
	To include/exclude all Account Designees in having access to the case, click the [Select All] checkbox. This is a toggle on/off switch to select/de-select Account Designees. Click to select all Account Designees, click again to de-select all Account Designees. 
	When you have completed your selections, click [Continue]. 
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	Slide notes 
	The Case Access Confirmation page displays. The list of Account Designees that have access to this case is displayed. Click [Continue] to return to the Case Listing page. 
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	Slide notes 
	You have completed the MSPRP Account Manager Functions 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. 
	 
	 





