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Note: CMS reserves the right to modify this presentation. To ensure you have the most current version, verify that the
version and date on this page match the version and date on the corresponding page of the PDF currently available on:
https://go.cms.gov/mspr

Slide notes

Welcome to the Medicare Secondary Payer Recovery Portal (MSPRP) Corporate Account
Setup 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)
or Tax ldentification Number (TIN) and will be regularly submitting MSPRP requests.
Corporate accounts may have up to 200 Account Designees. Note: The select account type
page will not display 200 account designees

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:
http://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/IMSPRP/ .
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Course Overview

e Account Setup Process

* Role of the Account Manager
= How to complete the Account Setup and register

* Next Steps

Slide notes
This course explained the Account Setup process for a Corporate account.

It described the role of the Account Manager and explained how the Account Manager will
complete the Account Setup and register themselves as the Account Manager.

It will conclude with the steps to follow once the Account Setup has been completed.
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Getting Started

 |dentify the Account Manager

* Account Manager completes Account Setup as
long as
= New Registration is complete

= Account Representative has received the
PIN and Account ID

™

)

A\/A

Slide notes

To begin, the Account Representative must designate the Account Manager. The Account
Manager is responsible for completing the Account Setup.

Account Setup can only be initiated after the Corporate entity has completed the New
Registration step and their Account Representative has received a mailing from the MSPRP
containing the Personal Identification Number (PIN) and Account ID.

The Account Manager will need this information to complete the Account Setup.
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Getting Started

 Account Manager
= Established during Account Setup
= |s a registered MSPRP User
= Controls administration of the account
= Manages the overall process

= Can be associated to other MSPRP accounts as an
Account manager or Account Designee

= May choose to manage the entire account or invite
other individuals to assist in the process

W

Each MSPRP account must have an assigned Account Manager. This person is established
during the Account Setup process. Each MSPRP account can have only one Account
Manager.

Slide notes

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.

The Account Manager can be associated to other MSPRP accounts 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 to assist in this process.

For more information on the Account Manager’s role and access to MSPRP functionality and
cases please see the Account Manager Functions CBT.
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Account Setup

* Account Manager must go to the MSPRP
URL:
https://www.cob.cms.hhs.gov/MSPRP/

N

Slide notes

Once the Account Manager has been identified and they are ready to begin the Account
Setup, they must go to the MSPRP URL at the following link:
https://www.cob.cms.hhs.gov/IMSPRP/
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Login Warning -»

Print this pagel

UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM IS PROHIEITED BY LAW

This warning banner prevides privacy and secunty notices consistent with applicable federal laws, directives, and other
federal guidance for accessing this Government system, which includes: 31} this computer network, (2) all computers
connected to this network, and (3) all devices and storage media attached to this network or to a computer on this network.
This system is provided for Government-authorized use only.

Unauthorized or impreper use of this system is prohibited and may result in disciplinary action, as well as civil and criminal
penalties

Personal use of social media and networking sites on this system is limited as to not interfere with official work duties and is
subject to monitoring

By using this system, you understand and consent to the following:
*You have no reasonable expectation of privacy regarding any communication or data transiting or stored on this system.

*The Govemment may monitor record, and audit your system usage, including usage of personal devices and email
systems for official duties or to conduct HHS business. Therefore, you have no reasonable expectation of privacy regarding
any communication or data transiting or stored on this system. At any time, and for any lawful Government purpose, the
Government may monitor, intercept, and search and seize any communication or data transiting or stored on this system.

*Any communication or data transiting or stared on this system may be disclosed or used for any lawful Government
purpose.

http:/fwww.cms.hhs. goviAbout-CMS/Agency-Information/Aboutwebsite/Security-Protocols html

Slide notes

Each time a user visits the MSPRP Web site, the Login Warning page will display. This page
provides information about MSPRP security measures including access, penalty and privacy
laws.

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

Scroll to the bottom of this page to review the entire statement. Users must agree to the terms
of this warning each time they access the MSPRP. Click the [| Accept] link at the bottom of the
page to continue.
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About This Site CMS Links Reference Materials Conlact Us

P

Welcome to the MSPRP AR YN RO
The Medicare 3econdary Payer Recovery Poral provides a quck and effciznt way to request case irformatior and provide Usar Neme:
information to assist in resolving Medicare's recowvery clam. With the use of tris portal, you mzy submit 2 valid autherization, |
recuest an update to the concitioral payment amount submit setilement irfcrmaticn and dispute clams. Forgo! User Mame
Far informetion about 1re ava lability of auwsliary aids ano services please vist Password:
Fittp:Afwwrsr madic are gow'akout-us/end scAminationfnonciscriminaticn-rofic 2 kil |:|
Forgot Password
MSPRP Message
Clear

Aftantion Users: Mlti-actor Authencicaton (MFA on the MSFR® is now available. For addifionz] informarion sse the:
updated MSTMRM Usar Manual locatzd under the Reference Metzrals saction.

Gatting Started

I*vou zre a Medicare Beneficizry and would like to uss the MSPRP to request czse informaiion, please lagin fo vour
MyM=cicara acccun: oy visiting the MyMedicae gov website at tipsimymedicars.govlt.

For more irformation, refer to How To Get Stated undar the How To menu opfion. To begin the registration process, click
the New Registration button.

STCP 1 gTIrz

New Registration Account Setup

(Account 12 2nd PIN required]

Slide notes
Once the [l Accept] link is clicked, the MSPRP Login page will display. Click [Account Setup].
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Haterence Matenals

Quick Help

Account SQtup Introduction

Hedp Abcut This Page
You have selected a link that guides vou through the process of establishing a new Account Manager |12 for the Medicare
Secondary Payer Recovery Portal (MSPRP). Please have your Account koenfificatizn Number and Personal ldentification
Mumber (PIN) available. The Account ID and PIN are listed on the mailing that was sent bo the contact for the account. This
would be the Account Reoresantative for a corporate account tyos, and the Representative for a representative account
Iypa

Diuring this protess you wil:

= Finalze the eslablshment of the account, and
[:; Create your personal Legin 1D for tha MSPRP,

Cefore proceeding it is important to undzrsiand the rolza of the various MSPRP users, and their respective responsibilities 1o
ensure the MSPRF accounts are managed cormectiy. The role of the Account Manager is described belowr.

Account Manager - The Account Manager i the MEPRP userwhe is required to intate the raguest for an account. They ace
tha person who adminislers the account on the WED 512 o6 benalt of the ragistrant. The AtCount Manager is the perscn who
is rasponsile for: establishing tha account on the Web Portal; managing the case load and sssigning some or all of the
caszes lo other responsible parties to complete on the MSPRP, tracking the status of the tasks assigned to others: and
ensuring case eniry and submission are competed on fime. The Account Manager is respensible for imiting other
employzas ta registzr on the Web Portal and manzging their access. The Account Manager mey complete and submit cases
o b onwn o invile Deesipneses o assisl as needed

If your user rale in the MSPRP is an Atcount Maneger, as dezcribed above, and you have net vel registered, press the
Continue button and oreczed with registering as a new Account Manager

Contnue ) Cancel [
(Lo 8

Slide notes

The Account Setup Introduction page will display. This page describes the Account Setup
process and informs the Account Manager of their responsibilities as an MSPRP user.

An Account Manager cannot be an Account Representative for any MSPRP account.

If you are not associated to any account as an Account Representative, click [Continue] to
proceed.
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M3 kS » , ~Efere — ate 2 Contz

Account Setup

Contact an Electronic Data
Interchange (EDI) Representative

Pieasa ener your Account identfcadon Mumber (Account ID) and Persol
the account contact atter completon of the Mow Registration slep

Mew users musi go through the process of creating a Login 1D and Passy by p h O n e at

AN ZSIENSS (') INGITZ1eS 3 requires neig, (646} 458-6740 or by e-mail at:
e— et Ml COBVA@GHIMedicare.com

“Personal identification Number [PIN):
*Aceount Marager's E-mail Address: | |

“Re-enter E-mail Address: [ |

Slide notes
The Account Setup page will display.

This page requires the Account Manager to enter the Account ID and PIN that were mailed to
the Account Representative after completion of the New Registration process and subsequent
validation of the registration by CMS.

The Account Manager will also enter their personal e-mail address.

Note: It is critical that you enter the correct e-mail address for your Account Manager as this
information will be used to send important information regarding your account.

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

The system will verify that the Account ID and/or PIN are valid. If either is invalid, an error
message will display. If the Account ID and PIN and are entered incorrectly 3 times, the
account will be locked, and setup will be prevented.

You must contact your Electronic Data Interchange (EDI) Representative to reset the PIN to
unlock the account in this case. The EDI Representative may be reached by phone at: (646)
458-6740 or by e-mail at: COBVA@GHIMedicare.com .

Page 10 of 24


mailto:COBVA@GHIMedicare.com

Corporate Account Setup July 13, 2020

The system will also verify that the submitted e-mail address does not match the e-mail
address of an Account Representative on any MSPRP account. If the system detects that the
user is associated with an MSPRP account, as an Account Representative,

the user will be prevented from registering as the Account Manager for this account.
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Account Setup - Corporate Information

Please verify the following information is comect for the sccount which you are going to compelete the Account Setup
process. If the information is comect please click the Continue button to proceed.

Corporate Information Account Representative Information

Employer dentification Humber [EIN}: First Mame: FIRST MI: M Last Mame: LAST
i B L

Corporation Name: ASAAAAARA Phone ext. #F

Business Mailing Address

Address Line 1: AAAAAAAAAS
Address Line 2: AAAAAAAAANS
City: AAAAAAARAA

State: AAAAAAAARA

Zip Code: 555

‘ Print fnis page

e ——

Quick Help

Help About This Page

Slide notes

If the system is able to validate the information entered on the Account Setup page, the
Account Setup - Corporate Information page will display. This screen will be pre-filled with the

information entered during the New Registration step.

The Employer Identification Number (EIN) associated to the company, the company name and
business mailing address, and the Account Representative name and phone number will

display.

Review the listed information. If the Account ID and PIN were entered correctly, but the
information displayed on this page does not reflect the information for your organization and/or

Account Representative, contact an EDI Representative.
If the information is correct, click [Continue] to proceed.
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Quick Help
Account “ﬂl’lﬂg@l’ Personal Information
Help About This Page

An asterisk (") indicates a required feld

“First Name: Mi: "Last Hame:

“E-mail Address:

i e This address will be used to
Recovery Case Mailing Address Ilnk the aCCCrLlnt tO
Please enler the mailing address at which you have previously received ¢ aSSOCiatEd recovery cases

recoary case H you have not recetved any comespondence fom Medicar
corespondence directed

“Address Line 1

Address Line 2:

“City:

" State: Please Selsct E]
"Zip Code:

You must read the User Agreement provided in the scrolling box. To accepl the agreement, click the chackbox You must
accept and agree o the terms of the UserAgreemeant in arder fo confinue through the registraion process

Slide notes

The Account Manager Personal Information page will display. The information entered on this
page is required for subsequent communications. All fields denoted by an asterisk (*) are
required.

Enter the Account Manager’s name and phone number. The E-mail Address field will be
populated with the e-mail address that was entered on the Account Setup page.

Enter the Recovery Case Mailing Address at which you have previously received
correspondence from Medicare related to the recovery case.

If you have not received any correspondence from Medicare regarding this case, enter the
address at which you want correspondence directed.

This address will be used to link the account to associated recovery cases.

Once this link is established, the level of authorization that the account can/should have on the
case is determined and appropriate MSPRP functionality for that account will be enabled on
the MSPRP.
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Note: The address entered on this page will update and replace the business mailing address

that was entered during the registration process on the Corporate Information page
(i.e., if the address entered on this page is different than what was originally submitted).
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*Address Line 1: #
Quick Help

Address Line 2: N —— -
Help About This Page

“City:

“Stale: Mlease Select -]

*Zip Code:

You must read the Uiser Agreament provided in the scrolling box. To accept the agreament, click the checkbor You must
accept and agree o the lerms of the User Agreament in order 1o continue through the registralion process

View and print the agreement below

User Agreement

THE FULLUWING DESUHIBES |HE TERIMS ANL CONUII NS BY WHICH THE CENIERS
FOR MEDICARE & MEDICAID SERVICES (CHS) OFFERS YOU ACCESS TO THE MEDICARE
SECONDARY PAYER RECOVERY PORTAL (MP3RP) SECURE WEB SITE

¥ou must read and accapl tha terms and conditions contained in his User Agresment expressly
aatnlit helow and incarparated by refarancs hefane yoll May access the MSPRP Sacum Wah
site =

Please check the following box:

11 accept the User Agreenent and Privacy Poicy above.

e @

Slide notes

When all required fields have been entered, review the User Agreement. You must agree to
the terms in the User Agreement in order to proceed with Account Setup. The User Agreement
may be viewed in the scroll box on this page.

Alternatively, you can print a copy of the agreement by clicking the [View and print the
agreement below] link. To accept the agreement, click the “I accept” checkbox and then click
[Continue].
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Account Manager Lagin Information HwickFelp

Help About This Fage
Tre security information requested on e pace wil allow the sysiem 1o authanticsts your (dentity 2ach time you log er. The
will ensuie wnly you @rs provided lhe sueess and opualing priviledges resbicled b e Accounl Manager.

Choos2 your Login ID and password canahully

= Login IDs rmwst be T characers
= Login IDs must Le wnigue within e syshem
* Login IDs must be (n the format of AaeFRad
{first two alphsbetic, nex: three numeric, last two alphabetiz)
= Password must be changed every sixty (60) days.
= Pawswurd sl consisl ol al easl eighl (8) chaac ks
= Password musl contain al keasl one uppar-case helle, one Ionver-Case elien, one number and one special Characlarn.
+ Password must conizin a minimum of four (4) changed charac ters fom the crevious passward
+ Passward cannot be changed more thar once per cay.
* Password must be different from the pravious twenty four (24) passwonds.
= Passmord cannol conlain g reseved word (See Help Aboul This Page Tor 8 complele [l

An astecizk () indcates a required feld

*Login ID: [
"Passward:
"Re-enter Pasaword:

The Securty Quesiions allow vou o regain azcount access il you foraat your password. Piaase nota ine answers you
provde to these quastions should be actual answars and not hints for your passwora

Chooss Sacurty QUeslions and Frovide AREWErs:

“Securily Question 1: |Pease Caleet b
“Answer 1: [
“security Question 2: |p ease Selecl bl
"BRSWER 2 [

Slide notes

If you do not already have a Login ID for the MSPRP, Workers’ Compensation Medicare Set-
Aside Portal (WCMSAP) and/or Section 111 Coordination of Benefits Secure Web site
(COBSW),

the Account Manager Login Information page will display where you will create your Login 1D
for the MSPRP.

Note: If you are an existing user of the MSPRP, WCMSAP and/or Section 111 COBSW, you
will not create a new Login ID. You will use the same Login ID for each application and
therefore will bypass this page. New users must set up a Login ID and Password that conforms
to the CMS standard guidelines shown on the slide.

Create and enter a Login ID and enter and re-enter a Password. You will use your Login ID
and Password to access the MSPRP site.

Choose security questions and answers that can be easily remembered. This information will
allow you to access your Login ID and reset your Password in the event you forget either one.

When you have completed the Account Manager Login Information page, click [Continue].
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Account Manager Summary ® ... | |Qucktep

Heilp About This Page
Plaase review your parsonal and login information. i you need to change the information, click the Edit button._ if you are
salisfied with the information click the Cortinue bufton to submit your infermation. Click Cancel to cancel the setup
process, al data will be lost Please print his page for your recards

Personal Information (= Login Information Edit
First Name: Mi: Login i

Last Name:

E-Mail Address:

Phone:

Recovery Case Mailing Address
Address Line 1: 1

Address Line 2:

City:

State:

Zip Code:.

(@ Froio o0 IR

Slide notes

The Account Manager Summary page will display next. This page displays a summarized view
of the information that was entered during Account Setup (i.e., Account Manager’s personal
information and Recovery Case Mailing Address).

It also provides you the opportunity to revise the Account Manager’s name, phone number,
Login ID and/or Password, and the Recovery Case Mailing Address.

Review this summary to ensure it is accurate. If information needs to be corrected, click [Edit]
for the corresponding section. This will direct you to the applicable page to make updates.

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

Note: To make corrections to the Recovery Case Mailing Address, click [Edit] for the Personal

Information section. When you have verified the information, click [Continue] to proceed with
the Account Setup.
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Thank You -

Prnt this paps
¥ou have succassiully completed the initial registration for the Medicare Secondary Payer Recovery Portal Web cite. Your assigned Account 1D is. W8 Please print this page
for your records.

Next Steps

The information capiured during inftial regisiration will be wetted to verify the Corporation is an appropriate submitter. After successhul vetting, a letter will be mailed to the Account
Representative captured during initial registration, with your Account ID and PiN.

Account Setup

Upon receipt of the mailed Account ID and PIN, the Account Representative will be instructed to have the appropriate Account Manager return to the Medicare Secondary Payer
Recovery Portal Weab site 1o complete the account setup. The Account Manager will nead o enter the Account 1D and PIN on the Account Selup page 1o bagin setup

Medicare Secondary Payer Recovery Portal Welcome Page

Slide notes

The Thank You page will display which confirms that you have successfully completed the
Account Setup for the MSPRP Account ID and established yourself as the Account Manager
for that Account.
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Next Steps

» Within 10 business days of Account Setup
» completion, a Profile Report is e-mailed to the
* Account Representative

iy Pt

Slide notes

Once the Account Manager has completed the Account Setup, an e-mail notification will be
sent to the Account Representative. The Account Manager will be copied on this e-mail.

This notification requests the Account Representative to verify the details of the account. It
includes a Data Use Agreement and a Profile Report denoting all the information previously
recorded during registration and Account Setup.

It may take up to 10 business days to receive the Profile Report.
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Next Steps

e Account Representative

= Must review and sign the Profile Report
o Contact an EDI Representative to request
modifications

= Return Profile Report via e-mail
within 60 business days
o Put ‘MSPRP Profile Report’ in the subject line

* If signed Profile Report is not received within 60 i
days, the account will automatically be deleted q

Fis

Slide notes

The Account Representative must review the Profile Report for accuracy. If information on the
Profile Report is inaccurate or requires modifications, please contact an EDI Representative.

The Account Representative will have 60 business days to review, sign and return the Profile
Report to the Medicare - EDI Department. When returning the signed Profile Report via e-mail,
put ‘MSPRP Profile Report’ in the subject line.

If a signed Profile Report is not received within that timeframe, the account will be
automatically deleted on the 60th business day. If the account is deleted, the registration
process must be started from the beginning.
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Next Steps

* Limited functionality until signed Profile Report
has been returned

= Can perform account maintenance

= Can invite other individuals to be
Account Designees

= Cannot access/view any recovery cases

 Itis in your best interest to return the Profile °

Report promptly ?;.-

Slide notes

You will have limited MSPRP functionality until the signed Profile Report has been received.
You will only be able to perform account maintenance and invite other individuals to assist as
Account Designees.

However, you will not be able to access/view any recovery cases until the Profile Report has
been returned.

It is in your best interests to return the Profile Report promptly.
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Course Summary

e Account Setup Process

* Role of the Account Manager
= How to complete the Account Setup and register

* Next Steps

Slide notes
This course explained the Account Setup process for a Corporate account.

It described the role of the Account Manager and explained how the Account Manager will
complete the Account Setup and register themselves as the Account Manager.

It will conclude with the steps to follow once the Account Setup has been completed.
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COB:

Goardinalion ol
Benefits and Recovery

You have completed the MSPRP
Corporate Account Setup 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.

Slide notes

You have completed the MSPRP Corporate Account Setup 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:

Goardinalion ol
Benefits and Recovery

If you have any questions or feedback on this material, please go
the following URL:

https://www.surveymonkey.com/s/MSPRPTraining.

SURVEY

O

Slide notes

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