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COB:R

Coordination of
Hencdits and Rocovery

- Medicare Secondary Payer Recovery Portal
(MSPRP)

Corporate Account Setup

Version 3.5, 10/10/2016
Note: CMS reserves the right to modify this presentation. To ensure you have the most current version, verify that the version and
date on this page match the version and date on the corresponding page of the PDF currently available on: http://go.cms.gov.msprp.

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
Identification Number (TIN) and will be regularly submitting MSPRP requests. Corporate accounts may have up
to 100 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:
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

* Account Setup Process

* Role of the Account
Manager

= How to complete the
Account Setup and register

* Next Steps

ﬁ.

o _
—
——
1

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

It will describe the role of the Account Manager and explain 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

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

Slide notes

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.

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/

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/MSPRP/.
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Login Warning -

Prant this pago

UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM IS PROHIBITED BY LAW

You are accessing a U.S. Government information system, which includes: (1) this computer, (2) this computer network, {3)
all computers connected to this network, and (4) 2ll devices and storage media attached to this network of o 2 computer on
this network. This information system is provided for U S, Government-authonzed use only

Unauthesized of mmproper wse of this system may resull in disciphnary acton, as well as civil and criminal penalties
By using this information system, you understand and consent to the following

*¥iou have no reasonable expeciation of provacy regardmg any communication or data transiting or stored on thes
infarmation 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 information system

“Any communication or data ransiting or stored on this information system may be disclosed or used for any Lawful
Government purpose

hitp: fwenw cms. hihs gowAbout-CMSiAgency -informaboniAboutwebsites Secunty-Protoc ols html

Privacy Act Statement

The collection of this informatien is authonzed by Section 1862(b) of the Sccial Security Act (codified at 42 U.5.C 1305y(b))
(see also 42, CF.R 411.24). The information collected will be used to ientify and recover past conditional and mistaken
Medicare pimary payments and to prevent Medicare from malking mistaken payments in the future for those Medicare
Secondary Payer situateons that confinue o exist. The Privacy Act (5 U.S.C. 552a(b)), as amended, prohibits the drsclosure
of information maintained by the Centers for Medicare & Medicaid Senaces (CMS) in a system of records 1o third parbes
unless the beneficiary provides a wntten request or explicit wntten consentfauthorization for a party to receive such
information. Where the beneficiary provides written consentproof of representation, CMS wall permit authorized parties to
ACCEss requesite infarmation

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 [I Accept] link at the bottom of the page to continue.
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@S Medicare Secondary Payer Recovery Portal

B L o i B

Ship Navigano
Aot This Sde CMS Lirka How To Fedegrre o Natenals Contact Ls

Welcome to the MSPRP TP Bk R ey S
The Medears Secondary Payer Recoveny Portal provides a queck and efficent way 1o reques! case mbormaton and provids Linar Mamma:
information 1o asast n resolving Medicare’s recovery clasm With the use of this portal, you may submat a valid authonrabon e
request an update fo the conditional payment amount, subrmet setiiement miormation and dspule cams :u.,}.,”,_—'r
For miformason about the avalatality of suokary ads and services. please vt Passaond:
hifip faraw mitchc dre govaboul-usinandisc remenaton/nandiss nmmabon-notce himl
Forga Pacsacr
MSPRP Message
Logn Clear
Gertting Started

I you arar & Madicans Bansleary and would ke 16 usa tha MSPRP io raquest easa wiltrmaban plaass g In your
Meyhgdicars aCCourt Dy wsitng the MyMedarg o webate ab hiips Jrrymade ars gov

For moes imiormation, refer o How To Get Started under the How To menu oplion. To begin the regsiraton process, cick

STEP 1 STEP 2

Account Setup

New Registrahon

{Account ID and FIN required)

Privicy Polcy | Ui Agpiessmsd

Slide notes

Once the [l Accept] link is clicked, the MSPRP Login page will display. Click [Account Setup].
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Quick Helg

Account Setup Introduction i

Hedp Abcut Tnis Page

You have selocted a link that guides you through the process of estatlishing a new Accaunt Manager 2 for the Medicare
Secondary Payer Recovery Portal {(MZPRP). Plezse have your Acccunt keenfification Number and Peraonal Idantification =
Mumber (PIN) availabie: The Account ID and PIN are listed on the mailing that was sent to the contact for the account. Ths

wou'd be the Account Reoresantative for a conporate account boe, and the Representative for a representative account

Type

Churing this process you wil:

= Finalze the eslablshment of the account, and
Rf Creats your personal Login 1D for the MSFRP,

Cefore proceading it is important to undzrsiand the roles of the vanous MSPRP users, and their respective responaibiities o
ensure the M3FRF accounts ars managed cormecty. The role of the Account Manager is described below

Account Manager - The Account Manager i the MEPRP user whe is required to intiate the requeet for an account. They ase
tha person who administers the account on the 'WEE 512 on behalf of the registrart. The Account Manager is the gerscn who
5 rasponsitle for: establishing tha account on the Web Portal; managing the tase load and assigning some or all of the
cases o other rezponsible parties to compilete on the WSPRP; tracking the status of the tasks assianed to others: and
ensuring case eniry and submisaion are competed on time. The Account Manager is responsible for inviling other
employess fo register on the Web Portal and manzging their access. The Account Manager may comolete and submit cases
i b o e invile Dhesipmeses Inassis] as needed

I your user role in the MEPRP is an Account Manzger, as described abave, and you have not vel regstered, press the
Continue button ang arocaed with registering a5 a new Account Manager

Cancel (3

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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\bout This Site M3 Links Flow To Aeference Materials contactUs
Account Setup | Quick Holp

=lp Abcut This Page
Pieasa ener your Accouni dentifcation Number (Account 1D} and Personal ldentfization Momber (PIN), which was sent Ia
tha account contact after completon of the Now Registration slap
Mew users musi go through the process of creating a Login ID and Password

AN SSIENSK () INCiCEtes a reQqUIred neig

“Account I

“Peisonal identification Number [PIN): |

"Account Manager's E-mail Address: | 1

“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.
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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.

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 > [

Frant this page
Help About This Page

Please verly the following information is correct for the account which you are going 1o compelete the Account Setup

process. M ihe infarmation is cormect please chick e Continua buttan o procasd

Corporate Information Account Representative Information
Empioyer identification Number (EIN): First Hame: ME Last Name:
Cofporation Name: Phofe: el

Business Mailing Address

Address Lina 1: 1.
Address Line 2:

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 Manager Personal Information

Help About This Page

An asterisk (") indicates a required figld
*First Name: M *Last Name:

“E-mail Address:

“Phone: : 2 T

Recovery Case Mailing Address

Please enler the mailing ac

at which you have previousty red ed comespondence from Medicare related o the

stved any comespondence from Medicare, enter the address where you wani

rec e il you haw

correspondence diracied

“Address Line 1:

Address Line 2:

“City:

“State: Please Salact _:]
*Iip Code:

You must read the Uiser Agresment provided in the scrolling box. To accepl the agreament, chick the checkbox You miust
accepl and agree 1o the termes of the User Agreement in order o continue through the registralion 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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Home About This Stie CMS Links How To_ Referenca Materiats Contact Us

*Address Line 1: i
Quick Help

Address Line 2 -
Help About This Page

“City:

*State: Please Select EI

“Zip Code: H

You must read the User Agreament provided in the scrolling box. To accept the agreement, click tha checkbox You must
accept and agree fo the lerms of the User Agreement in order o continue through the registration process

Wiew and prinl the soreement below

m o

User Agreement

THE FOLLOWING DESCRIBES THE TERMS AND CONDITIONS BY WHICH THE CENTERS
FOR MEDICARE & MEDICAID SERVICES (CMS) OFFERS YOU ACCESS TO THE MEDICARE
SECONDARY PAYER RECOVERY PORTAL (MPSRP) SECURE WEB SITE

You must read and accept tha terms and conditions cantained in this Wser Agraemeant exprassly
set out below and incorporated by reference before you may access the MSPRP Secure Web
site -

£

Please check the following box

| accepl he User Agreement and Privacy Policy above,

Coirie 0

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 Login Information i

=elp About This Page
The security informaton reguested on this page will sliow the system to authenticate your idendity each time you iog on. This

Wil 2n3une only you &re provided the 3cCe3s and updating prviedges resmcted to the Account Manaper.
Cnoces your Login ID and passwand caretully

- Login ID2 must be 7 characters
+ Login Il must be umaue wilkin the System
= Login 1D mugt be in the formal of AALDEAA
{frst two alphabelic, next three numeric. last two alphabetic)
= Passwnnd maest he charged reery sicdy (G0) dags
+ Passwnrd mast consiat of At least eignt (A charactes
+ Password must conlain &t least one ucper-case (etler, one lower-case letter, ore number and cne special characler.
Paseword must ¢omain a minimum of four (4) changed charactare from the Pravious passworg
PAESWOND CaNNGT 08 ¢NANGad More than once per Jay
= Password must be cifferent from the previous teenty four (22) passwords.
+ Password cannot contain a reserved word (See Selp About This Page for a complets list)

An asterisk (") irdicates a requred feld

Login I [ |
"Password: |' '|

‘Re.enter Passwortd:

Tha Security Questiana aliew you o regain account sccess if you forged vour pasaword. Please note the answers you
provide to these cucstaons show'd be actual answers and not hints for your password

Choose Sacunty Juestions and Provide Answers.

*Secunty Question 1: |Frl|:_-a-g.,u_ Selecl bl
"ANSNTE 13 [ |
“Swcurily Queslion 2 || ‘lease Select |
"ANSWer : | |

ﬂ" “ﬂ ous | Continue EY |

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 ID 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 B | |k

Help About Thiz Page
Please revtew your personal and login Information. if you need fo change the information, click the Edit bution. if you are
salisfied with the information click the Continue bufton to submit your information. Click Cancel to cancel the selup
process,; all data will ba lost Please prinl this page for your records

Personal Information =

Login Information Edit
First Name: M Login ik
Last Name:
E-Mail Address:
Phone:

Recovery Case Mailing Address
Address Line 1: 1

Address Line 2=

City:

State:

Zip Code: |

‘. .I‘“""r'a ‘w‘w"fl “ .I ' Cancel 1

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 irs pags
You have successfully completed the initial registration for the Medicare Secondary Payer Recovery Portal Web site. Your assignad Account ID is. "8 Please print this page
for your records

Next Steps

The information capiurad during initial registration will be vetted to verfy the Corporation is an appropriate submitter. After successfil vetting, a letter will be mailed to the Account
Representative capiured during infial regestration, with your Account 1D and PIN

Account Setup

Upon receipt of the mailed Account 1D and PIM, the Account Representative wall be instructed to have the appropriale Account Manager return o the Medicare Secondary Payer
Recovery Portal Web site 1o complele the accoun! selup. The Accoun! Manager will need 1o enter the Account ID and PIN on the Accoun! Selup page to bagin selup

Medicare Secondary Payer Recovery Porial 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

Macicars Swcondiny Paper
Excovey For
Frvin Bapan

R K34 oomm Fige ey Tan Mo D o

5
e
wan -
My

EErey A

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

* 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 days, the account will
automatically be deleted

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

* |tisin 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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Int Setup course. Information in this
urse 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:R

Coordination of
Bencdits and SGWBW

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

Slide notes

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

Page 23 of 23


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

	Structure Bookmarks
	Span
	 
	Span
	Span
	 
	Span
	A
	ll 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/
	. 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Once the Account Manager has been identified and they are read
	y to begin the Account Setup, they must go to 
	the MSPRP URL at the following link: 
	https://www.cob.cms.hhs.gov/MSPRP/
	. 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	Span
	 
	Span
	You have completed the MSPRP C
	orporate 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/
	.   
	Span
	For general information on Medicare Secondary Payer Recovery, go to this URL: 
	http://go.cms.gov/cobro
	. 
	Span
	Span
	 
	Span
	If you have any questions or feedback on this material, please go the following URL: 
	https://www.surveymonkey.com/s/MSPRPTraining
	. 


