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Recovery Portal (MSPRP)

Corporate Registration

Version 4.8, 07/01/2020
Note: CMS reserves the right to medify 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/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 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 for the WCMSAP. All affected
entities are responsible for following the applicable CMS
instructions found at the following link:
https://go.cms.gov/wcmsa/.

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

* Completing a New Registration

= Next Steps

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

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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Account 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
Responsibilities * Receive MSPRP notifications and e-mails

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 (AR)

Cannot be user of the MSPRP

[ * Cannot be the Account Manager (AM) or Account Designee {AD}]

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

Can register as the Account Representative for other MSPRP
corporate accounts

Can register as Account Manager or Account Designee for other
MSPRP accounts.

—

Slide notes

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

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

- Can register as the Account Representative (AR) for more than one MSPRP account
- Can register as an AR for other MSPRP corporate accounts
- Can register as an AM or AD for other MSPRP accounts.
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Account Manager and Account Designee

Account Manager (only) Actions
= Complete Account Setup
= Administer the MSPRP account

= |nvite 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

* |nitiate demand letter

= View/submit redetermination (First Level Appeal)

= Make an electronic payment

— — —

Slide notes

The Account Manager is assigned by the Account Representative. Account Managers can
assign the Account Manager role to another person for Account Representative accounts.

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, initiate the demand letter, view/submit
redetermination (First Level Appeal), make an electronic payment and view the Open Debt
Report. Note: Only those actions that are applicable to the case will be available.
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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/IMSPRP/.
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regarding any communication or data transiting or stored an ths system. At any time, anc for ary lawful Government
purpose, tre Govarnment may monitar, intercept, and search and seize any commuJnication or data transiting or stcred
on this system.

*Any communication or data transiting or stared o1 this systemmay be disclosed cr used for any lawful Government
purpose.

hitp:¥aww.zms hhs. govidbout-CMSAgency-InformationiAboutwebsite/Security-Frotocols.html

Privacy Act Statzment

The collection of this information is authorized by Section 1862(b) of the Social Security Act (codified at42 US.C
1395y(b)) (see also 42, C.FR.411.2¢). The information collected will 2 used to idzntify and recover past conditional
and mistaken Medicare primary payments and to arevert Medicare fram making mistaken payments i1 the future for
thosa Medicare Secondary Payer situations that continuz to exist. The Privacy Act(5 U.SC. 552a(b)), as amznded
prohibits the disclosure of info-mation maintained by the Centers for Medicare & Medicaid Services (CMS) in a sysem of
records to third parties, unlessthe beneficiary provides a written request or explicil written consentfauhaorization fo-a
party to receive such information. Wrere the beneficiary provides writen consent/proof o representation, CMS will
permit autrorized parties to access requisitz information.

Attestation of Information

The information provided is complete, truthful, accurate, and maets all requiremens set forth to use ths process; and, |
have read and urderstand all of the Centers for Medicare & Medicaid Services information at

hitp:cms cowMedicare'Coorcination-of-Benefits-and-Rzcovery/Coordination-of-Eenefits-and-Recovery-
Ovenview/Medicare-Secondary-Payer/Medicare-Secondary-Payerhtml.

LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this warning.
Declire

1A Privacy Act system of records is a group of any records about individuals and under the control of any Federal
agency from which information is retieved ay the name ar ather personal identifier of the individual.

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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About This Site M5 Links Reoference Materials Cortact Us

A —

Welcome to the MSPRFP RIS T et
The Medicare 3zcondary Payer Recovery Porta provides a quick and efficient way to ~equest tase information and orovidz |IgAr Name:

Il alivn b gssisl v iesalving Mocizaes recovers Claim. MU he wse of s corlal, you gy sulenil d valid aullonzalion, |

rEquest an update o the condinznal cayment AMoLnt, submt seiement INTormanan anc AspLts ¢ams “prgot Jser Mama

Faor Infermaton aocut the avallatllry of auxiliary alds ard sernvizzs, please visi: Fassword:

i iy MACicAre goviakolr-Lsirandise nminatnniandise nrinEfon-nomes fim

“vagol =asswoad
MSPRP Message
Clear
Aftention Lisers- Mulifactar Authentication (MEA) on the MSPRP i3 now availanle For additional informst an sea the
updated MSPRP User I/anusl lacsted urde e Referenca Malenals seclion.

Getting Started

IFyou are o Mediears Boreficiany and would likz o uee tho MSPRP to request case information, please login o your
MyMedizare account by visit ng the MyMecicars. gov website at httpa:/mymedicare gow

Mar mere information, refer to | low To Cet Stared under the | low Ta mend ogtion. To Eegin the registraticn precess, click
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STEF 1 STEF 2

New Registraticn Account Setup :

(ACERLINT 111 AN SIN ranuires)

Slide notes
Once the [l Accept] link is clicked, the MSPRP Login page will display.
Click [New Registration] to continue.
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Ahout This Eita CMS Links Reforencs Matetials Contset s

—_—
Frintthiz page
Select Account Type Duick Halp
Help Aboul This Fage
Flaase selact the type of accowt for sdiic b you are registanng:

I Corporate

A Corporate sccount type indicates that the entity has an Employer Identification Mumber (EIN), may have
up to 200 designees and wil b2 regularly submitting MSFRF requests.

7 Representatie

A Hepresantatnve account type ndicales that the entity does nol have an Employer [dentincation
Murmbser (EIM), may have up to & designass and will be regularly subrmiting MEPRF raquests.

Sarce

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

Halo Al Thic Paas
An astensk (") indicates a required field AL T o

* Employer Identification Number
(EIN):

* Corporation Namol

Business Mailing Address:

* Address Line 1:
Address Line 2:

* City:

" State: Select

* Zip Code:

[]

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]. Note: The
Select Account Type page has been updated to display 200 corporate designees.
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Validation

valia" ach
field

error

message
indicating what
errar(s) were

* User must
correct the
error before
proceeding

' the data once |

July 10, 2020

-

revalidates

it has been /
entery

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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=RIp ‘h!'r'l-:'dl.i' n

Quick Help
Account Representative (AR) Information
An astensk {*) indicates a required fledd. HEDChet g Foe
“AR First Mame: Jane ML A *Lact Mamo: Smith
“AR Title: Director
"E-Mail Address: JSmith@ab cassociates.com

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

“Phone: 123 - 456 - 7850 ext

Fan:

EEIG) | cee 0

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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Registration Summary

Acgount Type: Comorals
Comorate information

Emin 10eranCanion NumBiEN]
Corparae Name 1

Business Mailing Addivss

Fllread Ling 1
AGINES LinG &
Cay aimmars
Flale Mgryiand
£ Coge. INLIE

'@ Pes | Corine 0 QSR

Account Repre sentative (AR Infommatian

Frsl Harss His: M Last Nahe
Tea Lafagar

E-Mad Lazreas

Phocrs 440-391

Fax

Flaas rewalsw poul regEiraion informaton if you nesd o drange ine miormabon, chck the Al bullon B jou s 2aiefied
AN Md RSEEEen, Ghik B Cubl Rade o Butia b SUBME MhE IEGEFIS0Nn CHCE B TARCA Bulhid kb Shhial W
procmss: i dlats wil b los Ciick I Previcus Bulon o retum 50 the previous sorsen Print this pige for your recoeres

Edit]

 Guick Help

Hplp Aboud 1w Hpge

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
About This Sito CMS Links How To.. Raferonco Matoraks Contact Us

—
|
Quick Help
Corporate Information .
Halp Aboul This Page

An asterisk (") indicates 2 required field

© Employer Identifioation Number 234557200
(EIN):

© Corporation Nama! ABC Company
Business Mailing Address:

“ Address Line 1: 200 Test Ave

Address Lina 2:

" City: Towson
* Siaie: MD ;J
" Zip Code: 21204 - 3276

Goncol 3

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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Registration Summary

Accounl Type: Coparate

Corporate Information

Emgicryid |Oerancaton MumBaEIN)
Corpora’s Namd i

Business Mading Address

Address Lne 1
Asgress U 2
Cry Banmore
State Muaryand
2o Code 21222

How To..

Eae

Ed

(@ Provous | Controe 0 I N <)

Retgrence Materia Contact U

»

et ]

Pigace review your regeation informaton If you need o change IRe miormation, chck the EAE bulion If you are safisted
WEN The MRIMALON, ChCK T SLDME Regu TANA DuTion 10 Sulrd The fegastraacn Caok M Cancel Dulon 10 Cance Ing
process; all data will be lost Chck the Frewous’ bulSon 1o retum o the previous screen Prnt Bhes page for your records

Account Representative (AR) information  Edi]

Frsd Name Mrm M1 Laa? Name
TEe Mandoer
E-Mak Adcress
Protg &40-79

Fax

-

Quick Halp

Heip About Trws Page

Slide notes

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

Page 19 of 27




Corporation Registration July 10, 2020

Slide 19 - of 26 - Thank You

Thank You -

Prnd thel Dy
You have successfully completed the initial registration for the Medicare Secondary Payer Recovery Portal Web site. Your assigned Account ID is© 31522 Please print this page
for your records.

Next Steps

The information captured during initial registration will be vetted to verty the Corporation is an appropriate submitier, After successiul vedting, a letter will be mailed to the Account
Representative caplured during mitial registration, with your Account 1D and PIN

Account Setup

Upon receipt of the maded Account ID and PIN, the Account Representative will be instructed to have the appropriate Account Manager retum to the Medicare Secondary Payer
Recovery Porlal Wab site to complete the account setup. The Account Manager will need lo enter the Account ID and PIN on the Account Setup page 1o begin setup

Medicare Secondary Payer Recovery Portal Welcome Page

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 ~y

= Validates registration information i_d '

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

= Account ID and PIN

o Instructions for Account Setup

T ——————
Contact an EDI Representative if letter is not -
received within 10 business days i _

= 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 . |
= Must give the Account ID and PIN to the Account Manager i_ :

Account Manager
= Must complete the Account Setup on the MSPRP

R &

e Account ID and PIN are needed to begin

° 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.

Page 22 of 27



Corporation Registration

Slide 22 - of 26 - Profile Report

July 10, 2020
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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
= Must review the Profile Report for accuracy

o Contact an EDI Representative to request modifications
= Phone: (646)458-6740 i—
= E-mail: COBVA@GHIMedicare.com
= 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 business days, the account will automatically
be deleted

= Registration process must be started from the beginning

e

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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Course Summary

* Completing a New Registration

= Next Steps

Slide notes

This course provided instruction on how to complete a New Registration on the MSPRP for a
corporate account type and the steps that are followed once the registration has been
submitted.
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COB:

Goardinalion ol
Benefits and Recovery

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:

https://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:

Goardinalion ol
Benefits and Recovery

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

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

SURVEY

O

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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