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Coordination of
Benefits and Recovery

Medicare Secondary Payer Recovery Portal
(MSPRP)

Representative Account Setup

Version 4.8, 07/01/2020
Note: CMS reserves the right to modify this presentation. To ensure you have the most current version, verify that the
version and date on this page match the version and date on the corresponding page of the PDF currently available on:

https://go.cms.gov/msprp/.

Slide notes

Welcome to the Medicare Secondary Payer Recovery Portal (MSPRP) Representative
Account Setup course.

Note: This module is intended for those entities who will register for a Representative account.

A Representative account type indicates that the entity does not have an Employer

|dentification Number (EIN) or Tax Identification Number (TIN), but may have involvement with

multiple cases.
Representative accounts may have up to 5 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

e Account Setup Process

* Role of the Account
Manager

= How to complete the
Account Setup and register

* Next Steps

Slide notes

This course explained the Account Setup process for a Representative account.

It described the role of the Account Manager and explain how the Account Manager completes
the Account Setup and register themselves as the Account Manager.

It concludes 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

= Representative has received the
PIN and Account ID

Slide notes

To begin, the Representative must designate the Account Manager. For the Representative
account, the Representative may also be the Account Manager. The Account Manager is
responsible for completing the Account Setup.

Account Setup can only be initiated after the Representative entity has completed the New
Registration step and their 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.

Under a Representative account, the Representative has all of the same duties and
responsibilities, except, the Representative may also be the Account Manager and thus be a
user of the system.
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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 an 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 Representative accounts, Account Managers
have the option to assign the Account Manager role to another user. 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/IMSPRP/
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Login Warning -»

Print ths page

UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM IS PROHIBITED BY LAW

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

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

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

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

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

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

htto:/fwww.cms hhs.goviAbout-CMS/Agency-Information/Aboutwebsite/Secunity-Protocols_html

Slide notes

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

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

Scroll to the bottom of this page to review the entire statement. Users must agree to the terms
of this warning each time they access the MSPRP. Click the [| Accept] link at the bottom of the
page to continue.
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Welcome to the MSPRP

The Medicare Secondary Payer Recovery Portal provides a quick and efficient way to reguest case information and provide
information 10 assist in resolving Medicare's reovery claim. With the use of Ihis portal, you may submil a valid authorization
request an update to the conditional payment amount, submit seftiement information and Gispute claims.

For information about the availabiity of audiiary aids and sanices, please visit
hittp: fwranw. medic are. gov/about-us/nondiscrimi nationinondescrimination-notice himi

MSPRP Message

Aftention Usars: Multi-factor Authantieation (MFA) on tha MSPRP i now available. For addmional infarmation sea the
updated MSPRP User Manual located under the Reference Materials section

Getting Started

Ifyou are a Medicare Banaficiary and would |ie to usa the MSPRP to reguest tase information, plaase login 1o your
MyMedicare account by visiting the MybMedicare. gov website at https iimymedicare gow/

Faor more information, refer io How To Get Started under the How To menu option. To begin the registration process, chick
ihe "New Registration’ butken

STEP1 STEP2

New Registration Account Setup

(Account ID and PIN required)

I

Sigh In 1o your account

User Name:

Forgot User Name

Passwoard:

T——

Forgol Password

Login/Clear

Slide notes

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

Account SQIUP Introduction I

Help About This Page
You have selocted a link that guides vou through the process of establishing a new Account Manager |12 for the Medicare
Secondary Payer Recovery Portal (MSPRP). Please have wour Account kcenfification Number and Personal ldantification
Mumber (PIN) availabie. The Accourt ID and PIN e listed on the mailing that was sent to tha contact for the account. Ths
wou'd be the Account Reoresantative for a conperate account tyoe, and the Regresentative for a representative account
Iyp=

Dwring this process you wil:

= Finalze the eslablshment of the account, and
Rf Create your parsonal Leqin D Tor tha MSPRP,

Cefore proceading it is important to undzrsiand tha rolea of the vanious MSPRP users, and their respective responaibilities 1o
ensure the MSPRF accoun’s are managed comectly. The mile of the Account Manager is described below.

Account Manager - The Account Manager i the MEPRP user whe is required tointate the request for an account. They ace
tha person who administers the account on the WEER 512 on benalf of the ragistrart. The ACCount Manager i the pemscn who
is rasponsidle for: establishing the account on the Web Portal; managing the tase load and assigning some or all of tha
cases to other responsibls parties to complete on the WSPRP; tracking the status of the tasks assiagned to others; and
ensuring case eniry and submisasion are competec on fime. The Account Manager i3 responsible fer imviting offver
employess to register on the Web Porlal and maneging their zecess. The Account Manager may comolete and submit cases
o b e e invile Dheesipneses Ioassisl as needed

I your user rele in tha MSPRP is an Account Mangger, as described above, end you have nct yel regstered, press the
Continue button ang orocaed with registering as 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 another MSPRP account. If
you are not associated to another account as an Account Representative, click [Continue] to
proceed.

Note: The Account Manager can be the Representative for this account.
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Account Setup X
Contact an Electronic Data

Interchange (EDI) Representative
New users must go through the pracess of creatirg a Login ID and Pas bV phOﬂE at:

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

Pigasa ener your Accouni idenifcation Mumbar (Account 1D) and Pers
tha account contact after completon of the Mew Registration slep.

"Account 1L
“Personal ldentification Number [PIN): |
“Aceount Marager's E-mail Address: | |

“Re-enter E-mail Address: [ |

(@ Previos [l Continue B |

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 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. The e-mail address may
match the e-mail address of the Representative for the same account.

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

When the required information has been entered, click [Continue] to proceed. The system will
verify that the Account ID and/or PIN are valid. If either is invalid, an error message will
display. If the Account ID and PIN and are entered incorrectly 3 times, the account will be
locked, and setup will be prevented.

You must contact your Electronic Data Interchange (EDI) Representative to reset the PIN to
unlock the account in this case. The EDI Representative may be reached by phone at: (646)
458-6740 or by e-mail at: COBVA@GHIMedicare.com.
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The system will also verify that the submitted e-mail address does not match the e-mail
address of an Account Representative on another MSPRP account.

If the system detects that the user is associated with another MSPRP account, as an Account
Representative, the user will be prevented from registering as the Account Manager for this
account.
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Quick Help

Account Setup - Representative Information -

Prnt this page

Help About This Page
Please wverify the following indridual is the Account Representalive for the account which you are going fo compelete the

Account Setup process. i the information is cored please dick the Continue bulton to procead

Representative Information

First Hame: ME: Last Name:
Address Line 1: 1

Address Line 2:

City:

State:

Zip Code:

Phona: exl

Slide notes

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

The Representative’s name, mailing address, 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 Representative,
contact an EDI Representative.
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2

Account Manager Personal Information Quick Help

1
Y S Helg Abcud This Pace
An aserisk ') indicales 2 required fizid | & =

*First Hama: M “Last Name:

*E-mail Addrass:

*Phone: 5 - -ext

Recovery Case Mailing Address

P ease zrtzrthe maiing acdress at whchyou have previcus 'y recaived corresocndarce fom Macicere e aled to the
recovery case fyou have notraceivec any comespondencs from Med care, enter tve acdress where youwart
comespondence direzed

“Address Line 1:

Address Line 2:

City:

“State: Flazse Select -

*Zip Codz: L

Youamustrzzdte _ser Agreemart provided in the scrolling bag. To accep: the agreamend, ol ckthe cneckbox You must
accept and agree totie erms ofthe User Agrezment in order w0 comdinue th-oach tha regisirat on process.

View and ornfthe agrezment balow

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.

If the Account Manager for the account is the same person that was entered on the
Representative Information page during the New Registration process (i.e., the Representative
for the account), click [Same as Submitter].

The fields will be automatically populated with the Representative’s information.

If the Account Manager for the account is not the Representative, 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.

It will be protected from entry because the e-mail address was validated on the first page of the
setup process.

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

Note: The address entered on this page will update and replace the business mailing address
that was entered during the registration process on the Representative Information page

(i.e., if the address entered on this page is different than what was originally submitted).
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“hddress Line 1; Quick Hel
uick Help
Address Line 2: — —;
Help About This Page
“City:
*State: Please Select H
“Zip Code:

You must read the User Agreament provided in the scrolling box. To accept the agreamaent, click ha checkbox You must
accept and agree to the lerms of the User Agreement in order 1o continue through the registration process

View and print the agreement below

User Agreement

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

¥ou must read and accepl tha terms and conditions contained in this User Agreement exprassly
sel oul below and incorporated by reference belore you may acoess the MSPRP Sscure Web
site -

Please check the following box:

|1 accepl the User Agreement and Privacy Policy abave.

Previous | Continie_ @

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 Quick Help

Hilp foqut This Page
The ec.rity informabicn requested on this sage will alow the system to authenbizate your idetity each ime you log or. This
will cRSUre only you 212 prowidod I access and updabing pricdacs restncied 1 the Mecount Manader.

Chooss your Login |2 and paseward canghully

= Lodain I0= must be T characlers
* Login (D muUst De wnigue within the SyEtem
v Login 106 must be in te format of AA89EA8
first baan lphabedc, mext thiee numerk:, last tw achabedic)
= Pascwoed must be changed cvery Sty (00 days.
= Pacsword must congast of 1 cast g7t (2] characters:
» PaSSWond mUsT contaln at193s: ONe UppEr-Case Ieter, One IDWEr-Lasa Istier, oNe NUMDET and one Speclal cnaractar.
= Password mus! contain a minimum of four (4] changed charachens from (he pravious casawand
= Passwond cannnot be changed more than once per day
= Pascwond must be JIMErsnt Mom e previous Beenty lour (24) pasceonds.
= Pascword cannat contain a resenved 'word (Bee Helz About [hes Fage for a complcta 15t

An asterisk (*] indicates a required field

“Login bD:
"Passward:
*Ru enilun Passwand:

The Secwrily Cuesiors allow you to regain account access il you Frget your peseword. Pleass note e answers you
provdie ‘0 fhese ouestions stould be actual 2rswers and not hinks for your cassword

CROBSE Sed Uty CU2stions and Provise ARSWERS:

*Security Question 1: | Please Salect b
“Ansier 1: ]

“Spcurity Queston 2: |Jﬁam Salect |
“Answer

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 -»

Frint this page

Please review your personal and login Information. If you need to change the information, click the Edit button. If you are
satisfied with the information click the Continue button to submit your information. Click Cancel to cancel the setup process;
all data will be lost. Please print this page for your records.

Personal Infarmation Edit ) ) :
Login Information Edit
First N ne ML
_ Login ID: AG333AG
Last ¥
E-Mail Add |.com

Phone: 333-333-4444 ext.

Recovery Case Mailing Address

Address Line 1: 333 Test 5t
Address Line 2:
City: Boston

State: Massachusetts
Zip Code: 33333

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 -

rint this pag)
You have successfully completed the initial registration for the Medicare Secondary Payer Racovery Portal Web site. Your assigned Account ID is: 31522, Please print this page
for your records

Mext Steps

The information captured during inilial registration will be vetted to venify the Corporation is an appropriate submitter. Afler successiul vetting, a lefter will be mailed to the Account
Representative captured during initial registration, with your Account ID and FIN,

Account Setup

Upon recsipt of the mailed Account ID and PIM, the Account Representative will be instructed to have the appropriate Account Manager return to the Medicare Secondary Payer
Recovery Portal Web site to complete the account setup. The Account Manager will need to enter the Account ID and FIN on the Account Setup page to begin Setup.

Medicare Secondary Payer Recovery Portal Welcome Page

Slide notes

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

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

Slide notes

Once the Account Manager has completed the Account Setup, an e-mail notification will be
sent to both the Representative and the Account Manager.

This notification requests the Account Manager 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 Manager

= Must review the Profile Report @
e Contact an EDI Representative to request -
modifications ,
= Return Profile Report via e-mail _|—'_I_

within 60 business days
° Put ‘MSPRP Profile Report’ in the subject line

* If signed Profile Report is not received within 60
days, the account will automatically be deleted
= Registration process must be started from the beginning

Slide notes

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

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

 Limited functionality until signed Profile Report
has been returned

= Can perform account maintenance

= Can invite other individuals to be
Account Designees

= Cannot access/view any recovery cases
* Itis in your best interest to return the ﬂ
iy

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 interest to return the Profile Report promptly.
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Course Summary

e Account Setup Process

* Role of the Account
Manager

= How to complete the
Account Setup and register

* Next Steps

Slide notes

This course explained the Account Setup process for a Representative account.

It described the role of the Account Manager and explain how the Account Manager completes
the Account Setup and register themselves as the Account Manager.

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

Goardinalion ol
Benefits and Recovery

You have completed the MSPRP Representative 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:
https://go.cms.gov/cobro.

Slide notes

You have completed the MSPRP Representative Account Setup course. Information in this
course can be referenced by using the MSPRP User Manual found at the following link:
https://www.cob.cms.hhs.gov/MSPRP/.

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

Goardinalion ol
Benefits and Recovery

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

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

Slide notes

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