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COB:R

Coordination of
Benafits and Recovery

Medicare Secondary Payer
Recovery Portal (MSPRP)

Corporate Registration

Version 3.5, 016
MNote: CMS reserves the right to modify this presentation. To ensure you have the most current version, verify that the version and date
on this page match the version and date on the corresponding page of the PDF currently available on: http://go.cms.gov/msprp.

Slide notes
Welcome to the Medicare Secondary Payer Recovery Portal (MSPRP) Corporate Registration 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)/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
» Completing a New Registration
= Next Steps e ——————
_:
d
i
Slide notes

This course provides instruction on how to complete a New Registration on the MSPRP for a corporate account
type and the steps that must be followed once the registration has been submitted.
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Getting Started

| Users must be authorized to access the MSPRP I

Before users can be authorized, the registration
process must be completed

= New Registration

= Account Setup

Account Representative completes New
Registration

| Account Manager completes Account Setup I

Slide notes

Users must be authorized to access the MSPRP.

Before a new user can become authorized, the corporate entity must complete the registration process which
involves the following steps: New Registration and Account Setup.

New Registration must be completed by the person named as the Account Representative.
Account Setup must be completed by the person named as the Account Manager.
Note: The focus of this CBT is on the New Registration process.

For more information on Account Setup, please see the Corporate Account Setup CBT.
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PAccou nt Representative

Legal authority to bind the company to a contract and the
terms of MSPRP requirements

Note: If the person named as the Account Representative
needs to be changed after the registration has been
completed, the Account Manager can make the change

Slide notes
To begin the New Registration, the corporate entity must identify their Account Representative.

The Account Representative is the individual who has the legal authority to bind the company to a contract and
the terms of MSPRP requirements and processing.

Note: If the person named as the Account Representative needs to be changed after the registration has been
completed, the Account Manager can make the change.
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Account Representative

* Must initiate the initial registration
Preliminary * Designate the Account Manager
* Approve the Account Setup
* Sign Profile Report and return to Medicare
- EDI Department

Responsibilities

Ongoing * Account contact
Receive MSPRP notifications and e-mails

Responsibilities

Slide notes

The Account Representative must initiate the New Registration on the MSPRP and provide all of the information
requested by the system.

This person is responsible for designating the Account Manager.

Additionally, the Account Representative must approve the Account Setup, by physically signing the Profile
Report and returning it to the Medicare — Electronic Data Interchange (EDI) Department.

The Account Representative will be the account contact and recipient of MSPRP notifications and e-mails.
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Account Representative

| Cannot be user of the MSPRP

= Cannot be the Account Manager or Account Desighee

Can register as the Account Representative for more
than one MISPRP account

Slide notes

The Account Representative cannot be an actual user of the MSPRP (i.e., cannot be the Account Manager or
Account Designee).

Please note: Only those individuals who are assigned the role of an Account Manager or Account Designee can
access and use the MSPRP.

The Account Representative can register as the Account Representative for more than one MSPRP account.
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- Account Manager and Account Designee

Account Manager (only) Actions

* Complete Account Setup
* Administer the MSPRP account

* Invite other users (Account Designees)

Account Manager and Account Designee Actions (as applicable to the case)

Submit authorization documentation

Request conditional payment information
Request conditional payment letter
Dispute claims

Submit case settlement information

Initiate demand letter

Slide notes
The Account Manager is assigned by the Account Representative.

This individual is responsible for completing Account Setup, administering the account on the MSPRP, and
inviting others to assist as Account Designees.

Both the Account Manager and the Account Designee have the ability to: submit authorization documentation,
request conditional payment information, request a conditional payment letter, dispute claims,

submit case settlement information, and initiate the demand letter. Note: Only those actions that are applicable
to the case will be available.
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Login Warni New Registration

UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM IS PROHIBITED BY LAW

This web site is maintained by the U.S. Government and is protected by federal law. Use of this computer system without
authority or in excess of granted authority. such as access through use of another's Login ID andior password, may be in
violation of federal law, including the False Claims Adt, the Computer Fraud and Abuse Act and other relevant provisions
of federal civil and criminal law. Violators may be subject 1o administrative disciplinary action and civil and criminal
penalties including civil monetary penalties.

For site security purposes, we employ software programs to monitor and identify unauthorized access, unauthorized
attamipts to upload or change information, or atternpts to otherwise cause damaga. In the event of authorizad law
enforcement INVestigatlons, and pursuant to any required legal process, INformaton rom Nese SOUTCes may De usedto
help identify an unauthonzed individual who has accessed, uploaded, changed, or attempled to access, upload, or
change information through this site a

ot unadthored st oned hitps://www.cob.cms.hhs.gov/MSPRP/
this system constibutes consent to su
changs information on this web aite

Abuse Act of 1986 and Title 18 U.3.C. 3

hitp iwww_cms_hhs gowAbout-CMSAgGancy-Infarmation/Aboutwabsita/Security-Pratocols ntmil

Privacy Act Statement

The collection of this information is authonzed by Section 1862(b) of the Social Security Act (codified at 42 U.3.C 1395y
(bl (see also 42, CF.R. 411.24). The information collected will be used to identify and recover past conditional and
mistaken Medicare primary payments and to prevent Medicare rom making mistaken payments in the fulure forf those
Medicare Secondary Payer situations that continue o exist. The Privacy Act (5 U.S.C. 552a(b)), as amended, prohibits the
disclosure of information maintained by the Centers for Medicare & Medicaid Services (CM3)in a system of records to
third parties, unless the beneficiary provides a written request or explict written consentiauthorization for 3 party to receive
such information. Where the beneficiary provides written consentproof of representation, CMS will parmit authorized
jparties to access requisite information.

Slide notes

Once the Account Representative has been identified and they are ready to begin the New Registration, they
must go to the MSPRP URL at: https://www.cob.cms.hhs.gov/MSPRP/.
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[ S0 malhe TS WeD STE TEmains accuiale ang avalanie 10 you ang 2l gmer Wanors, We migniior NEwarE Tamc 1o
identify unauthonzed attempts to upload or change information or otherwise cause damage to the web senvice. Use of
thia system conatitutes consent to such monitoring and auditing. Unauthorized atempts to upload information and/or
change information on this web site are strictly prohibited and are subject to prosecufion under the Computer Fraud and
Abuse Act of 1986 and Title 18 U.5.C. Sec. 1001 and 1030,

hittp iweww_cmis_Rhs_ gowAbout-CMSAgency-infarmation/Aboutwabsita/Security-Pratocols ntmil

Privacy Act Statement

The collection of this information is authonzed by Seclion 1862(b) of the Sodial Security Act (codified at 42 U.S.C 1395y
(b} (see also 42, CF.K. 411.24). Ine ntormaton collected will be used todentity and recover past condmonal and
mistaken Medicare primary payments and o preven! Medicare from making mistaken paymenis in the future for those
Medicare Sacondary Payer situations that continue to exist The Privacy Act (5 U.S.C. 5652a(b)), as amended, prohibits the
disclosure of information maintained by the Centers for Medicare & Medicaid Services (CM3) in a system of records to
third parties, unless the beneficiary provides a written request or explicat wiitten consentauthorization for a party to receive
such information. Where the beneficiary provides writien consent'proof of representation, CMS will permit authorized
parties to acoess requisite information.

Attestation of Information

The information provided is complete, truthful, accurate, and meets all requirements set forth to use this process; and. |
hawve read and understand all of the Centers for Medicare & Medicaid Sendces information at
hEfp iwww.cms. gowNSPRGeninfol.

LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this waming.
| Accept
Decline

" & Privacy Act system of records is a group of any records about individuals and under the contral of any Federal agancy
from which information is retrieved by the name or other personal identifier of the indivdual.

Privacy Policy | User Agreement

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

i P i . L a2t W

=
Skip Navigatio

About This Site CMS Links How To.. Reference Matenals Contact Us
Welcome to the MSPRP $ion I $o your sccount
The Medicare Secondary Payer Recovery Portal provides a quick and efficient way 1o request case mformabon and provide Usar Mamas:
information to assst in resohing Medicare's recovery claim. With the use of this portal, you may submit a valid authonzation,
requast an update to the condibonal payment amount, submit settlerment information and dispute claims. Forgo!ID'
For mformaton about the availability of auxikary aids and services, please wisit Password:
hitp-{fwww medicare gowabout-usinondiscnmination/nondise rmination-nobice hitmi I -

Forgot Password
MSPRP Message

Getting Started

If you are a Medicare Beneficiary and would Eke 1o use the MSPRP lo request case information, please logen o your
MyMadicare account by visting the MybMedicare gov websile at hitps /mymedicare gow.

For more information, refer io How To Get Started under the How To menu option. To begin the registration process, click
the Mew Registration’ button

STEP 1 STEP 2

New Registration Account Setup

{Account ID and PIN required)

Privacy Policy | User Agreement

Slide notes
Once the [l Accept] link is clicked, the MSPRP Login page will display.

Click [New Registration] to continue.
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Skip MNavigatio

About This Site CMS Links Referencie Materials ContactUs

—™......——x

Select Account Type | [T

Help About This Page
Please select the type of account for which you are registering:

) Corporate

A Corporata account type indicates that the entity has an Employer ldentification Number (EIN), may have
up to 100 designees and wil be regularly submitting MSPRP requests

! Representative

A Representatrve account type indicates that the entity does not have an Employer Identification
MNumber (EIN), may have up te 5 designees and will be regularly submitting MSPRP requests.

[ Coninue 03 NI NX)

Slide notes

The Select Account Type page displays.

Select the Corporate radio button and then click [Continue].

Note: If at any point during the registration process the user wishes to stop, they should click [Cancel].

Once clicked, information entered on the current page and any previous pages will NOT be saved and the user
will be returned to the MSPRP Login page.
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Quick Help

Corporate Information

Halp Al A This Page
An asterisk (") indicates a required field elp Aboul This Page

* Employer ldentifioation Number 234557200
(EIN):

 Corporation Nama! ABC Company

Business Mailing Address:

* Address Line 1: 200 Test Ave
Addreas Lina 2:
" City: Towson
* State MD —
* Zip Code: 21204 3276
< ravious Cancal 3

Slide notes
Once the Corporate account type is selected, the Corporate Information page will display.
Information for the company that will be submitting MSPRP requests must be entered on this page.

All fields denoted with a red asterisk are required.

The EIN must be unique in the MSPRP. The same EIN cannot be registered for more than one account.

Enter the EIN associated with the corporate account for this MSPRP registration.

If the corporate account has more than one EIN, submit this registration with any one of the EINs.

Enter the corporation's name and corporation’s mailing address in the business mailing address fields.

The address submitted on this page will be used to send the post-registration letter that includes the Account ID

and Personal Identification Number (PIN).

Once all required information has been entered, the user must click [Continue].
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lidation

i message
validates each indicating what

field error(s) were
? found

first field that
generates an
error

e
I’ System
" revalidates
the data once
it has been /
entered

User must
correct the
error before
proceeding

Slide notes

The system will validate each field on each registration page for accuracy and completeness.

If errors are found, the system will display applicable error messages on the screen indicating what error

condition(s) were found.

When errors are discovered, the cursor will be placed on the first field that generates an error condition.

This will either be a required field that is missing data or a field that contains a data error.

The user must correct the error before the system will allow the user to proceed to the next page.

Once the data has been corrected, the system will revalidate all data that has been entered.
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_Skip Mavigation

Quick Help
Account Representative (AR) Information
AN astensk () indicates a required fleid. FARUS Pt T Do
“AR First Mame:: Jdane M A “Last Mame: Smith
“AR Title: Director
‘E-Mail Addlress: JSmithi@abcassocigtes.com

“Re-enter E-Maill Address:  |Smith@abcassociates. com

“Phone: 123 - 458 - 7850 ext

Fan:

Slide notes

After successfully completing the Corporate Information page, the Account Representative (AR) Information
page will display.

Information related to the Account Representative must be entered on this page.
This information will be used to send important information regarding the account, including the Profile Report.
All fields denoted with a red asterisk are required.

It is critical that the correct contact information for the Account Representative is entered on this page, including
their correct e-mail address.

If the e-mail address of the Account Manager or Account Designee is entered instead of the e-mail address of the
Account Representative, those individuals will be unable to register as users of the MSPRP.

Note: The Account Representative can only have that one role.
This person cannot be an Account Manager or an Account Designee.

The MSPRP will verify that the submitted e-mail address for each user role on the account is different.
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If there are any e-mail address matches between the Account Manager, Account Designee or Account
Representative on the account, an error will display.

After entering the Account Representative information, click [Continue] to proceed.
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akip Mawigaian

e —

Guick Help

Registration Summary __—
Halp Abad Ths Pags

P e v 0T MSQISTEADON: SNTONMETON [T ¥l Nasd 1 CNEnge M NFSMAno, Chox e EO DUILSA I you AN Samhed

el e WIOIFENOA, Gl Wi SubmE RODEFANOT Dullin i SUbdfof ek idGi2tra%an. Chok the ‘CAACET DUTIOR A i Me

pcess ol gats wil De losd CBck the Prswious” DuSion 1o returm 50 The prewious soreen Pring thet pape: or pour recons

Account Type: Corpaorata Ea
Corporste Information Ede Account Represemtative (AR Information  |Edi
SNy N N M- Froiblame s b Last eme
Compurase Mame i Tk ARG
Businews Mailing Addres s Ea R
PRy 440-0
Agdresa Ling 1 Fax
JApdress Ling T
City Lalamare
State Marrand
Zip Gl 20232

Carcnt 53

Slide notes
The Registration Summary page will display.
Users can print this page by clicking the [Print this page] link.

This page lists all the information that was previously entered and provides users with the opportunity to make
changes.

All information should be reviewed and verified before continuing.
Changes can be made to Account Type, Corporate Information or Account Representative Information.
To make any corrections, click the [Edit] button next to the applicable section.

The system will display that information entry page.
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Skip Navigation

Cuick Help
COI‘pOI‘!IB Information
An azterizk (") indicates a required fisld Help Aboul This Page
* Employer ldentification Mumber  {234587200
(EIN):
- Gerperatien Mame: ABC Company

Business Mailing Address:

* Address Line 1: 200 Test Ave

Addross Ling 2:

* Chy: Towson
" State: MD [=]
* Zip Code: 2204 « 3276

cancel 63

Slide notes
Add, change, or delete any of the information.

Once all corrections have been made, the user must click [Continue] until they have navigated back to the
Registration Summary page.
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i Guick Help

Bree uz page

Ragistration Summany

Halp Aboit This Page

FaBdd b P Ul MSQIITEADON STIOITTNGGT 1T il Mdded 00 CTuAn(e [ Srormano, Chcx M O DUITSR I youl Sre Sandmen
el e WIOIFENOA, Gl Wi SubmE RODEFANOT Dullin i SUbdfof ek idGi2tra%an. Chok the ‘CAACET DUTIOR A i Me
ocess all diate will D fost Clok he Prewous” buion to neturn ba ihe previous soreen. Print this pape for pour Pecons

Account Type: Corporale B

Crrporsle mformation Ed Account Represeniative (&R) Informanon  |Edi]

EMpIo e ICrancEton RumbeEN)
Coparat M i

Firsd Name: irim W Last Neme

Tk LASABgE
Mg A -w' E Al i man
ProsE, 490-99%
Agddress Ling 1 Fax
JApdress Ling T
Cay Bammera
Flate RMlaryamd
Zn Cooe: 21222

(@ Frovious il Contrue B3 O N <0

Slide notes

When the Registration information has been verified, click [Continue] to submit the registration.
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ContactUs

Thank You ‘4
‘ Frirt this page|
You have successiully compleled the iritial regisiraion fo- the Medicare Secondary Payer Recovery Pordel Weh sie. Your agsigned Account 10 s 31522 P ease pnn: this pege
for your rzcords.
Next Steps

Tha information captu-ed during initial regisiretion will be vetied to verify the Corporation is an appropriate suomter. After suzc2ssful vetfing, a ledter wil be maled fo the Acoount
Regresentstive cepiurec during initial registration, with vour Account (D and PR

Account Setup

Upon receip: of the mailed Account D and PIN, the Account Representative 'will be instructed to have he appropriste Azcount Manager retur ic the Medicere Secondary Payer
Recovery Fortal Wb site 'o complate the accound setuo. The Account Manager will need to enter the Account 1D and PIN o0 ihe Account Setup page o begin sstuo.

Wedicare Secondary Payer Recovery Porial Welzome Pace

Slide notes

The Thank You page displays confirming that the initial registration has been successfully completed.
The assigned Account ID is displayed on the Thank You page.

It is recommended that you print this page for your records.

Click the Medicare Secondary Payer Portal Welcome Page link to return to the Welcome to the MSPRP page.
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Next Steps

EDI Department |

= Validates registration information # |

= Mails letter to Account Representative within two weeks,
which contains

s Account ID and PIN

o Instructions for Account Setup

T ——
Contact an EDI Representative if letter is not sl
received within 10 business days

= Phone: (646)458-6740 -
= E-mail: COBVA@GHIMedicare.com

.

|

Slide notes

The information submitted in the New Registration step will be vetted by the EDI Department to ensure it is valid
and complete.

Within two weeks, a letter will be mailed to the Account Representative.

This letter will be sent to the business mailing address that was submitted on the Corporate Information page
during the New Registration.

This letter will include the Account ID and PIN and instructions for the next step in the registration process —
Account Setup.

If this letter is not received within 10 business days, contact an EDI Representative by phone at (646) 458-6740
or e-mail at COBVA@GHIMedicare.com.
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Next Steps

-
Account Representative

o
= Must give the Account ID and PIN to the Account Manager ! 1

-
Account Manager

= Must complete the Account Setup on the MSPRP

4

]
¥

o Account ID and PIN are needed to begin

o Please see the Corporate Account Setup CBT for more information

Slide notes

The Account Representative must give the Account ID and PIN to the Account Manager for the Corporate
account to use to complete the Account Setup.

The Account Manager must return to the MSPRP to complete the Account Setup.
The Account Manager will need to enter the Account ID and PIN on the main page to begin setup.

For more information on the Account Setup process, please see the Corporate Account Setup CBT.
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Mzmz: B Frors  Swcssoioio
Apdress: AN I _.]

wewass | \Within 10 business ~y
— ' days of Account Setup wed
ik completion, a Profile

et ot 'Report is e-mailed to
e the Account Representative

Fens ARRAEAAAANA

s afarte Liste vear

RAFFCLIART MG & IMIT S0 ACCSES T RATA

TRE PSR GE A APACACT LVIARSAE A0 108 RABIID C rapasantatieg Snealab dahe e ahees | S2tey RSl Tha AIRTASTINN ROntSINAd IN I 2 JAQIETERON S CTIE, ARAURE ard aemalaa b 108 ATt nry lrstatgs and
el v | PhEc IS L vy Uis infonmelivn, | sges omseblish aed nshensn, suge seecsecs soain sl wisathoiced uze sod dischoseoe U e dale for o puses of [CS0RE Luwml 5] 1A
Ir = Irzhede bre .:coptlcn ot pocies ard graczoarzs ke o thab tbe doso carze ¢aa Br azxd sdloly i acoordanc : th iecticy TR of BE2 Social ook A s v

Bty St AL E QT ISR S v 1560 1o Btz Furmrity A [0F AL vl the Priveny et c7 107 ma aneded 81 & 0 % £87 Ak

techmiza, prezeduss, ard of 2ahegLards be prescel the comdenbaliby of 13 £33 a0 T Erevet urackksezed aes the 3 sroeded oy e GME, You agtes Thatthe

a i EIE T o e e T T i e i vy i bar e -

2
sckarged dudirg the MISF R reonnel. ard slacs awcher

el e Usas oo 1aF irmarmahinn: z rard s At requored aoal B
meware = Ly duvised of 7 e won™ e al mowe ol s afensic, (2] se'spascs ege ed o wiatse. hy infuimat o, J .3H I hJI e slsdve, v oo wimingl pmialiss e e srce o aed
apglicable | zozral awis

signziune of Accoam Maazgen:
Frate

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 will include a Profile Report that contains information regarding your company and the
associated contact information as well as a Data Use Agreement.

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

)
Account Representative

v
= Must review the Profile Report for accuracy #
o Contact an EDI Representative to request modifications
= Phone: (646)458-6740
= E-mail: COBVA@GHIMedicare.com

= Return Profile Report via e-mail within 60 business days

o Put ‘MSPRP Profile Report’ in the subject line

T ————————
If signed Profile Report is not received within ¥
60 business days, the account will automatically el
be deleted -]

= Registration process must be started from the beginning

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
by phone at (646) 458-6740 or e-mail at COBVA@GHIMedicare.com.

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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COB:R

Coordination of
Benafits and Recovery

V -."-'-t')mpleted the MISPRP Corporate Registration

. Information in this course can be referenced by

ing 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 Registration course. Information in this course can be referenced by
using the MSPRP User Manual found at the following link: https://www.cob.cms.hhs.gov/MSPRP/.

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

Coordinati
Benefits and Recovary

have any questions or feedback on this material,
please go to the following URL:
ttp://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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	and does not constitute official Centers for Medicare & Medicaid Services (CMS) instructions. 
	All affected entities are responsible for following the instructions found in the MSPRP User Manual found at the following link: https://www.cob.cms.hhs.gov/MSPRP/. 
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	Slide notes 
	This course provides instruction on how to complete a New Registration on the MSPRP for a corporate account type and the steps that must be followed once the registration has been submitted. 
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	Users must be authorized to access the MSPRP. 
	Before a new user can become authorized, the corporate entity must complete the registration process which involves the following steps:  New Registration and Account Setup. 
	New Registration must be completed by the person named as the Account Representative. 
	Account Setup must be completed by the person named as the Account Manager. 
	Note:  The focus of this CBT is on the New Registration process. 
	For more information on Account Setup, please see the Corporate Account Setup CBT. 
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	Slide notes 
	To begin the New Registration, the corporate entity must identify their Account Representative. 
	The Account Representative is the individual who has the legal authority to bind the company to a contract and the terms of MSPRP requirements and processing. 
	Note: If the person named as the Account Representative needs to be changed after the registration has been completed, the Account Manager can make the change. 
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	The Account Representative must initiate the New Registration on the MSPRP and provide all of the information requested by the system. 
	This person is responsible for designating the Account Manager. 
	Additionally, the Account Representative must approve the Account Setup, by physically signing the Profile Report and returning it to the Medicare – Electronic Data Interchange (EDI) Department. 
	The Account Representative will be the account contact and recipient of MSPRP notifications and e-mails. 
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	The Account Representative cannot be an actual user of the MSPRP (i.e., cannot be the Account Manager or Account Designee). 
	Please note:  Only those individuals who are assigned the role of an Account Manager or Account Designee can access and use the MSPRP. 
	The Account Representative can register as the Account Representative for more than one MSPRP account.  
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	The Account Manager is assigned by the Account Representative. 
	This individual is responsible for completing Account Setup, administering the account on the MSPRP, and inviting others to assist as Account Designees. 
	Both the Account Manager and the Account Designee have the ability to: submit authorization documentation, request conditional payment information, request a conditional payment letter, dispute claims,  
	submit case settlement information, and initiate the demand letter. Note: Only those actions that are applicable to the case will be available. 
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	Once the Account Representative has been identified and they are ready to begin the New Registration, they must go to the MSPRP URL at: https://www.cob.cms.hhs.gov/MSPRP/. 
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	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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	Once the [I Accept] link is clicked, the MSPRP Login page will display. 
	Click [New Registration] to continue. 
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	The Select Account Type page displays. 
	Select the Corporate radio button and then click [Continue]. 
	Note:  If at any point during the registration process the user wishes to stop, they should click [Cancel]. 
	Once clicked, information entered on the current page and any previous pages will NOT be saved and the user will be returned to the MSPRP Login page. 
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	Once the Corporate account type is selected, the Corporate Information page will display. 
	Information for the company that will be submitting MSPRP requests must be entered on this page. 
	All fields denoted with a red asterisk are required. 
	The EIN must be unique in the MSPRP. The same EIN cannot be registered for more than one account. 
	Enter the EIN associated with the corporate account for this MSPRP registration. 
	If the corporate account has more than one EIN, submit this registration with any one of the EINs. 
	Enter the corporation's name and corporation’s mailing address in the business mailing address fields. 
	The address submitted on this page will be used to send the post-registration letter that includes the Account ID and Personal Identification Number (PIN). 
	Once all required information has been entered, the user must click [Continue]. 
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	The system will validate each field on each registration page for accuracy and completeness. 
	If errors are found, the system will display applicable error messages on the screen indicating what error condition(s) were found. 
	When errors are discovered, the cursor will be placed on the first field that generates an error condition. 
	This will either be a required field that is missing data or a field that contains a data error. 
	The user must correct the error before the system will allow the user to proceed to the next page. 
	Once the data has been corrected, the system will revalidate all data that has been entered. 
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	After successfully completing the Corporate Information page, the Account Representative (AR) Information page will display. 
	Information related to the Account Representative must be entered on this page. 
	This information will be used to send important information regarding the account, including the Profile Report. 
	All fields denoted with a red asterisk are required. 
	It is critical that the correct contact information for the Account Representative is entered on this page, including their correct e-mail address. 
	If the e-mail address of the Account Manager or Account Designee is entered instead of the e-mail address of the Account Representative, those individuals will be unable to register as users of the MSPRP. 
	Note: The Account Representative can only have that one role. 
	This person cannot be an Account Manager or an Account Designee. 
	The MSPRP will verify that the submitted e-mail address for each user role on the account is different. 
	If there are any e-mail address matches between the Account Manager, Account Designee or Account Representative on the account, an error will display. 
	After entering the Account Representative information, click [Continue] to proceed. 
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	The Registration Summary page will display. 
	Users can print this page by clicking the [Print this page] link. 
	This page lists all the information that was previously entered and provides users with the opportunity to make changes. 
	All information should be reviewed and verified before continuing. 
	Changes can be made to Account Type, Corporate Information or Account Representative Information. 
	To make any corrections, click the [Edit] button next to the applicable section. 
	The system will display that information entry page. 
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	Add, change, or delete any of the information. 
	Once all corrections have been made, the user must click [Continue] until they have navigated back to the Registration Summary page. 
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	When the Registration information has been verified, click [Continue] to submit the registration. 
	 
	Slide 19 - of 25 
	P
	Span
	Span
	 
	InlineShape

	Slide notes 
	The Thank You page displays confirming that the initial registration has been successfully completed. 
	The assigned Account ID is displayed on the Thank You page. 
	It is recommended that you print this page for your records. 
	Click the Medicare Secondary Payer Portal Welcome Page link to return to the Welcome to the MSPRP page. 
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	The information submitted in the New Registration step will be vetted by the EDI Department to ensure it is valid and complete. 
	Within two weeks, a letter will be mailed to the Account Representative. 
	This letter will be sent to the business mailing address that was submitted on the Corporate Information page during the New Registration. 
	This letter will include the Account ID and PIN and instructions for the next step in the registration process – Account Setup. 
	If this letter is not received within 10 business days, contact an EDI Representative by phone at (646) 458-6740 or e-mail at COBVA@GHIMedicare.com. 
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	The Account Representative must give the Account ID and PIN to the Account Manager for the Corporate account to use to complete the Account Setup. 
	The Account Manager must return to the MSPRP to complete the Account Setup. 
	The Account Manager will need to enter the Account ID and PIN on the main page to begin setup. 
	For more information on the Account Setup process, please see the Corporate Account Setup CBT. 
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	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 will include a Profile Report that contains information regarding your company and the associated contact information as well as a Data Use Agreement. 
	It may take up to 10 business days to receive the Profile Report. 
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	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 by phone at (646) 458-6740 or e-mail at COBVA@GHIMedicare.com. 
	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. 
	 
	Slide 24 - of 25 
	P
	Span
	Span
	 
	InlineShape

	Slide notes 
	You have completed the MSPRP Corporate Registration 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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	If you have any questions or feedback on this material, please go to the following URL: http://www.surveymonkey.com/s/MSPRPTraining. 
	 
	 



