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COB:R

Coordination of
Benafits and Recovary

Medicare Secondary Payer
Recovery Portal (MSPRP)

Account Manager Basic Functions

Version 3.6, 0 017
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 POF currently available on: http://zo.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 Qverview

* Role of Account Manager

* Basic Functions e —
_
= Manage account
#

= Account Designee maintenance ;

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

Account Desighee maintenance.
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Account Manager - Role

Each MSPRP account must have Account Manager —

|7 = Established during Account Setup

Account Representative must contact EDI Department to

change Account Manager

| Rcgistered user of the system e

= 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 Desighee

Assist Account Manager with the case recovery
process

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

* Invite 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
Prirt this page

Help Aboul This Page

Click the desired link to access the associated account.

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

Account Settings
Multi-Factor Authentication

|
MSPRP users may request access to view unmasked claims data that was previously only Updale Personal Information
accessible to the beneficiary. Individuals requesting this access must compiete the 1D P Change Password

and Multi-Faclor Authentication (MFA) process. The status of your request will display as a link

under the Multi-Factor Authentication bax. You will click this link to progress through the reguired |

steps. Once you have successfully completed this process your status will be changed to
Compiete.

[ O Multi-Factor Authentication

During the ID 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
not be stored on the MSPRP. This process will not impact your credit score, Next Step: Gel Started

To use MFA services, you will be required to download and install ene or more MFA Credential 1D tokens for the devices you
plan to use 1o access the MSPRP and then you must activate the Credential 1D for your Login. To download a software
Credential 1D, go to the Symantec Validation and Identity Protection (VIP) Service website found at the following link:
hitps:/fidprotect vip.symantec_com

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

Associated Account IDs:
i 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 Logeft
e —
Welcome! Quick Help

Help About This Page
Account: =2 FIRST LAST

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

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

it settlemeant information and di lairm:
EUPHTRLAERDERTIERL MBOTACEIH i (L L e Update Account Information

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 associaied to your account, click the Request Case Access
link below

To see cases that you have previously associated to 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 returned.
Request Case Access

Casa 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

You may edit the Corporate Account information of Account Representative information by dicking on the Edit button

of that seclion. You may not change the sccount type. Click the Continue bution to submit the changes. Click the
Cancel button to return to the Home Fage, sll chengss will ba lost.

Help About Thiz Page

Account Type: Corporate

m] Account Representative (AR) E“
Corporate Information Information
Employers Identification HumbedEIN). #rpssssss

First Name: A845 MI-A Last Name:AAAs
Corporate Hame: ASASAAAAAA

Tithe: AAlR
E-Mail Address: assss asass
Recovery Case Mailing Address Fhone: &sizzs ext 2%

Address Line 1; AAAAAAAAAA [
Address Line 2; ASASL AL

City: AAAAAAAAAR

State: AAAAAARAARAA

Zip Code: =53

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 (7) indicates a required field

* Employer ldentification Number
(EIN):

Help Aboul This Fage

* Corporation Nameo:

Business Mailing Address:

* Address Line 1:

Address Line 2:

" City:

* State: Solact: [=]
* Zip Code:

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
About This Site 1S Lin w To... Refersnce Materials Logoft

Update Corporate Information

A Quick Help
“ Brin v g

Help About This Pags
You may edit the Corporate Account information of Account Representative information by diding on the Edit button

of that section. You may not change the account type. Click the Continue bution te submit the changes. Click the
Cancel button to return to the Home Fage, sll chengss will ba lost.

Account Type: Corporate

= Account Representative (AR) lEae
Corporate Information Information
Employer ldentification (EIN): First Name: A344 MI-4 Last Name AAAs
Corporate Hame: As28822222 Tithe: Add

E-Mail Address: aasssaaaan
Recovery Case Mailing Address Phone: FE5 fH ext &
Address Line 1: AAAAAAAAAA el
Address Line 2; ASASL AL
City: AAAAAAAAAR
Slale. AAAAA AAARR
Zip Code: 5558

[ Contnie B NG N0

Slide notes

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

Corporate Information Update Confirmation - [

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

Help About This Page

Account Type: Corporate

Corporate Information EE.] Account Representative (AR) @

Information
Employer ldentification Number(EIN).  ¥wsaass First Name: 4344 MI:A Last Name:ARa
Corporate Hame: Assspassss Title: A844

E-Mail Address: aAsssssnsas

Recovery Case Mailing Address Phone: S5584E ext B
Address Ling 1: ASAAAAAAAA B

Address Line 20 ASAAAAAANA

City: AAASARRRRE

State: AAAAAARAAS

Zip Code: fs

“Coine 0 [RESEY

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 Logof
f —
Welcome! Quick Help

Help About This Page
Account: =2 FIRST LAST

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

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

SEIEATL RECENTIE R KD 2l (e e Update Account Information

Designee Maintenance
Wiew Account Activity

You may view the account activity by clicking the appropriate link under the Account Seltings

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

To see cases that you have previously associated to 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 returned.
Request Case Access

Case Listing

Slide notes

To manage Account Designees, click [Designee Maintenance] from the Account Settings menu.
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Skip Mavgation

About This Site CMS Links Reference Materizls Contact Us

Designee Listing - i

Print this page

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

An Account Manager can only make changes to a pending Designee. Once the Designee 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 particular Designee lisled, select the link an the indhidual's last name. To delete a
Designee select the Delete funchon to the left of the iIndwidual's name. Use the Add a Designee funchon to include an
individual as a designee, Individuals added as designees will receive an e-mail notifying them that they have been invited
to be 3 designes for the account.

Selacting Cancel will return you to the Homa Page.

Delete Last Hame First Name E-mail Address Passphrase Status
at LastMName FirstMama T ) 12345 Pending
* LastMame Firstiama BEEBEEBEEBEEBEEE BBE 12345 Active

| Add Designee [E3 | Cancel E3

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 L Quick Help

Heldp Abaut This Page

Please click the Continue button to check the E-Mail Address of 3 potentisl designee. To cancel and retum to the Designes
Listing page, click the Cancall butlon.

Am astaresk (%) indicales a raquined field. We ask for the E-rail address lo varify if the person is cuffenlly a registerad user.

“Designee E-mail Address:

“Re-enter Designes E-mail Address:

_Gorrﬂn inue | Cancel E]J

Privacy Policy | User 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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Aad Account Desighee

System checks that e-mail is not in the database
mmm| fOT 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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Skip Mavigation
e

Designee Invitation - Quick Help

Prini hi= pega

Help About This Page
Pleass provide the name and a pass-phrase for the designee (o enter during the regisiration process.

#An astensk {7) ;mdicates a required feeld.

“Designes First Names: Jane

“Designes Last Name: Lewis

“Passphrase: Sample Passphrase
“Re-enter Passphrase: Sample Passphraze

G EITC) | caee ©

Privacy Policy | User Agreernent

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
Home Abput This Site CMS Links: How To._ Raference Materials Contact Lis Lesgalt

Designee Confirmation . Quick Help

Help About This: Fage
The following Designee has been successfully added to fhe account, The designee will receive an email nofifying them that
they have been invited to become a designes on the Account and may access the Accownt information by logging inta the
MSPRF Wabsite. If tha invilad Designee is not currently a regisierad user, please comlact the Designes and provide Etherm
with passphrase wou created; the passphrase is necessary Tor them to complede registration.

Click the Continue button o rehemn o the Designee Listing page.

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

Privacy Policy | UWser Agrearnenl

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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Skip Mavgation

About This Site CMS Links Reference Materizls Contact Us

Designee Listing - i

Print this page

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

An Account Manager can only make changes to a pending Designee. Once the Designee 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 particular Designee lisled, select the link an the indhidual's last name. To delete a
Designee select the Delete funchon to the left of the iIndwidual's name. Use the Add a Designee funchon to include an
individual as a designee, Individuals added as designees will receive an e-mail notifying them that they have been invited
to be 3 designes for the account.

Selacting Cancel will return you to the Homa Page.

Delete Last Hame First Name E-mail Address Passphrase Status
at LastMName FirstMama T ) 12345 Pending
* LastMame Firstiama BEEBEEBEEBEEBEEE BBE 12345 Active

| Add Designee [E3 | Cancel E3

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.’
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Invitation E-mai

Designee Invitation
DoMotRephy@cob.cms.hhs.gov
Thu 5200301 : 258 PM
AR ARUBAAL HAA
AA AAREALA AL

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

Dezar Name

Y ou have been invited by: First Last , for Account IT: 99953, to participate in the
Medicue Secondary Paver FEecovery Portal (MSPRP) web portal process, Plesss Dollow
token=pZDhiwwMBtwwhbw. If vou have already registered, please visit the Medicare
Secondary Faver Recovery Portal Welcome Page ar hups‘qua.cob.oms hhs gov MSPRE/
1o login

For anv questicns or problems please contact the person named in the paragraph above.

This electronic message ransmission is intended ouly for the person o entity 10 which it
is addressed and may contain information that is pavileged, confidential or otherwise
protected from disdosure. If vou have recalved this transmission, but are not the
intended recipisnt, vou are heveby notified that any disclosure, sopving, distibution or
use of the contents of this information is strictly prohibited. If won have received this e-
mail in error, pleass cantact the Electronic Data Interckange [ED7) Department at (646)
VSEATA0 and delete and destray the ariginal message and all sopies

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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Skip Mavgation

About This Site CMS Links Reference Materizls Contact Us

Designee Listing - i

Print this pege

Help About This Fage
This page provides the Deslgnee(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 particular Designee lisled, select the link an the indhidual's last name. To delete a
Designee select the Delete funchon to the left of the iIndwidual's name. Use the Add a Designee funchon to include an
individual as a designee, Individuals added as designees will receive an e-mail notifying them that they have been invited
to be 3 designes for the account.

Selecting Cancel will return you to the Home Page.

Delete Last Hame First Name E-mail Address Passphrase Status
at LastMama FirstMama T ) 12345 Pending
* LastMame Firstiama BEEBEEBEEBEEBEEE BBE 12345 Active

ECEEICY | conee

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 Navigation

Update Designee Information - Quick Help

Frint iz paga
Help Aboul This Page
Please click the Confinue button to update the information of & potential designee. To cancel and refurn to the Designes
Listing page, click the Cancel buton.

An astensk () mdicales a requared fiekd

‘Designes First Mame: Jennifer
‘Designee Last Nama: I
‘Designes E-mail Address: Leom

‘Re-enter Designes E-mail
Address:

‘Passphrase: tast
‘Re-enter Passphrase:
7| Regenerate token, Check this box if anather invitation e-mail must be sent to the Designes

Confinue Cancel El

Privacy Policy | Usar Agreemant

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 Materials Confact Us Sign off

Quick Help

Help About This Page ‘

Designee Update Confirmation

‘ Frint this page

The information for the following Designes has been successfully updated.

Click on the Contnue bulion to return o the Designee Listing page.

Firgt Name: John Last Mame: Jones
E-Mail Address: [shn-j@company.com

Continue €3

Privacy Policy | User Agreament

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

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

= Account Manager can regenerate e-mail

° 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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Skip Mavgation

About This Site CMS Links Reference Materizls Contact Us

Designee Listing - Quick Help

Print this pege

Help About This Fage
This page provides the Deslgnee(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 particular Designee lisled, select the link an the indhidual's last name. To delete a
Designee select the Delete funchon to the left of the iIndwidual's name. Use the Add a Designee funchon to include an
individual as a designee, Individuals added as designees will receive an e-mail notifying them that they have been invited
to be 3 designes for the account.

Selecting Cancel will return you to the Home Page.

Delete Last Hame First Name E-mail Address Passphrase Status
at LastMama FirstMama T ) 12345 Pending
* LastMame Firstiama BEEBEEBEEBEEBEEE BBE 12345 Active

ECEEICY | conee

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 Navigation

Update Designee Information - Quick Help

Frint iz paga
Help Aboul This Page
Please click the Confinue button to update the information of & potential designee. To cancel and refurn to the Designes
Listing page, click the Cancel buton.

An astensk () mdicales a requared fiekd

‘Designes First Mame: Jennifer
‘Designee Last Nama: I
‘Designes E-mail Address: Leom

‘Re-enter Designes E-mail
Address:

‘Passphrase: tast
‘Re-enter Passphrase:
7| Regenerate token, Check this box if anather invitation e-mail must be sent to the Designes

Confinue Cancel El

Privacy Policy | Usar Agreemant

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 Navigatior

About This Site CMS Links Referance Materizls Contact Us

Designee Listing . S— Quick Help |

Help About This Page
This page provides the Deslgnee(s) information for the Individuals you have assigned to the account.
|

An Account Manager can only make changes to a pending Designee. Once the Designee 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 particular Designee lisled, select the link an the indhidual's last name. To delete a
Designee select the Delete funchon to the left of the indwidual's name. Use the Add a Designee function to include an
individual as a designee, Individuals added as designees will receive an e-mail notifying them that they have been invited
to be 3 designes for the account.

Selacting Cancel will return you to the Homa Page.

Delete Last Hame First Name E-mail Address Passphrase Status
at LastMName FirstMama T ) 12345 Pending
* LastMame Firstiama BEEBEEBEEBEEBEEE BBE 12345 Active

| Add Designee [E3 | Cancel E3

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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About This Site CMS Links Reference Matarials Contact Us

Designee Listing o W e |

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

AnAccount Manager can only make changes to a pending Designees. Once the Designee has registerad and has a Login

1D, the Account Manager cannol make changes to the Designee information other than deleting the Designee rom the
account.

To make changes lo the account of a parficular Designes listed, select the link on the indhidual’s last name. To delete a
Designee select the Delete funchon to the left of the individual's name. Use the Add a Designee funchon to include an
individual a8 a designee, Individuals added as designees will receive an &-mail notfying them Mat 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 ABLAARABBANEIABARA BAR 12348 Pending

Add Designee E3 | Cancel E3

Privacy Policy | User Agresment

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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Skip Navigation|

Delete Designee Confirmation -» || cuick Help

Prird this page
Help About This Page
Ple-ase: ciick on the Continue button to confirm your dedete request for this Account Designes. This will remove the individual
from this Account ID only. The Designee will mo longer have access to this Account 1D but will retain access fo amy other
accounts to which they are currently as=zociated

Click on the Cancel button to refum to the Designee Listing page without deleting this Account Designee.

Desigres First Marme: Jang
Designee Last Mame: Lewis
Designes E-Mail: sadams@gmail.com

“Conirve 0 R

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

Heip About This Page
ACcount: =g FIRST LAST

The Medicare Secondary Payer Recovery Portal provides a quick and efficient way to request case information and provide
infermation to agsist 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,

SEIEATL RECENTIE R KD 2l (e e Update Account Information

Designee Maintenance
Wiew Account Activity

You may view the account activity by clicking the appropriate link under the Account Seltings

To request information regarding a case you have not already associaied 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 returned.
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 Request
Help ADout This Fage
The information requested below will be systematically validated to ensure you have the appropriate authority lo access
the ReMAS case. Once the information s validated, you can perform specific actions on the case, uplead comesponding
dorumantation in POF file format, request condiional payment lattar
To begin the new case inquiry process, enter the required data and click the Continue bution. To cancel the case creation
click the Cancel button to return to the Home page
“Case ID: OoR "Date of Incident: ')
“HICH: OR "S5N:
‘Last Name: (at least first fve laflars)
“Beneficiary’s Date of ! / (MMDDHCCYY)
Birth:
Insurance Type -Suluch -
Liability
z W arkers' 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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Case Information g _

Quick Help : Help About This Page
Case |0 SRS Rights and Responsibilities Letter Mail Date: 06/01/2010
Case Type: Liabdity Insurance Date of Incident: 09/15/2003

Case Staitus: Demand Issued What is thisT
Industry Date of Incident: 09/15/2008 What is this?

Beneficiary Medicare Number: " 67834 Conditional Payment Letter Mail Date: 06/01/2011
Beneficiary DOB: WADDYYYY Current Conditional Payment Amount: $2800.00
Beneficiary Last HName: Last Nams Conditional Payment Amount was updated on: 06/07/2011

Autherization Level: Benefciary Proof of Representation
Authorization Status: Verfied

Conditional Payment Notice Amount: 350000 5 Demand letter Mail Date: 06/01/2011

Conditional Payment Notice Mail Date: 068/18/2011 Demand Amount: $3754.00

Conditional Paymant Notice Response Due Date: 07/31/2011
Balance Amount: 51234 56 Refynd Data
Balance as of Date: 06/30/2011

Final Gonditional Payment Process

Final Conditional Pﬂ,mﬂ‘nt Status: Final Conditional Pﬂvmﬂnt Hequested:
Final Conditivnal Payiment Status Date: Final Conditional Payiment Amount:
Final Conditional Payment Process Initiated: 120 days’ Notice of Anticipated Settlement Mail Date:

Request Final Conditional Payment by:

Redatarmination Information

Redetermination Received: 05012012
Redetermination Decision: Unfavorable
Redetermination Decision Date: 08/01/2012

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 portion 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 learn of any redetermination information available.
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Redetermination Infermation

Redetermination Received: 05/01/2012
Redetermination Decision: Unfavorable
Redetermination Decision Date: 06/01/2012

* Please select an action from the following list, if the option is disabled it may not be available for the case at this time: -
View/Request Authorizations
Request an update to the condtional payment amount  What is this?
Request an alectronic conational payment leter with Cutrent Conditional Payment Amount  Wnat (s this?
Reques! a mailed copy of the conditional payment letter  What is this?
Begin Final Condtional Payment Process and Provide 120 Days’ Notice of Anticipated Seftiement
Calculate Final Conditional Payment Amount \What is this?
Request an electronic Dispute Denial for Final Conditional Paymant Case Letter with Current Conditional Payment Amaunt What is this?
View/Dispute Claims Listing What
View/Prowide the Notice of Settiemant Information What &5 this?

Intiate Demand Letter  'What is ths?

ViewiSubmit Redetermination (First Level Appeal) What is thes?

Slide notes

The bottom portion 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.

The View/Submit Redetermination (First Level Appeal) action allows for a redetermination request to be
submitted.
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Home About This Site CMS Links How To... Reference Materials Contact Us Logeft
e —
Welcome! Quick Help

Help About This Page
Account: =2 FIRST LAST

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

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

it settlemeant information and di lairm:
EUPHTRLAERDERTIERL MBOTACEIH i (L L e Update Account Information

Designee Maintenance
Wiew Account Activity

You may view the account activity by clicking the appropriate link under the Account Seltings

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

To see cases that you have previously associated to 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 returned.
Request Case Access

Casa Listing

Slide notes

To view and manage cases that have been associated/linked to your MSPRP account, click [Case Listing].
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‘Reference Materials Contact Us
Case Listing ® Quick Help
Halp Anout This Page

The following are the case inquiries associated to Account ID: szz==

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

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

Case ID: Search Hint
Beneficiary HICH:

Beneficiary S5N: =

Bensficiary Last Mama: Search Hint
|Search

Selecting Cancel will retumn o the Home Page

cases
Casz D '“ BenalastMame  Bene HICNISSN  Bene Date of Birth Case Access
| ==s==ssssssaaas AAsaang eremesi g NMDDYYYY
B BEBBEEB e Ty MADDYYYY
Cancel 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 [Case Access].

Page 39 of 43



Account Manager Basic Functions Tuesday, January 3, 2017

Slide 39 - of 42

Skip Navigation|

Manage Case Access - Quick Help
Priv g page I

Help Abaut This Fage
Case |0 sssssssssssssss Beneficiary Last Name: ASAA

You may seledt a designee by cheding the chedibax next o thelr name. To select all Designees, click the Select All
chedkbox. To remove all previcusly selested designees, dick on the Selec All cheddbox twice.

Designee associations for the case:

Designee Name Grant/Revoke Access
v

"] select Al

AAAA AABAME

Privecy 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 Account Designee's 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 Nawvgatid

Aboul This Site CMS Links Reference Materials

Case Access Confirmation » . Quick Help

Frint this page

Help About This Page
Case Il AwERHRTERTORRIRTERRY Beneficiary Last Mamea: BenslLasiName

The following Designees have access to the case:

Designee Hame

FirstMlame Lastiame

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 Recovary

ave completed the MSPRP Account Manager
nctions 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

Coordination of
Benaefits 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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	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 portion 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 learn of any redetermination information available.  
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	Slide notes 
	The bottom portion 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.  
	The View/Submit Redetermination (First Level Appeal) action allows for a redetermination request to be submitted. 
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	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 [Case 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 Account Designee's 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. 
	 
	 



