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COB:R

Coordination of
Bencdits and Roeovery

~ Medicare Secondary Payer Recovery Portal
(MSPRP)

Representative Account Setup

Version 3.5, 10/10/2016
Note: CMS reserves the right to modify this presentation. To ensure you have the most current version, verify that the version and
date on this page match the version and date on the corresponding page of the PDF currently available on: hitp://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 Identification Number (EIN)
or Tax ldentification 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. 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/.

Page 2 of 23


https://www.cob.cms.hhs.gov/MSPRP/

Representative Account Setup Monday, October 10, 2016

Slide 3 - of 21

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 will explain the Account Setup process for a Representative account.

It will describe the role of the Account Manager and explain how the Account Manager will complete the
Account Setup and register themselves as the Account Manager.

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

» |dentify the Account Manager

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

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

Page 5 of 23



Representative Account Setup Monday, October 10, 2016

Slide 6 - of 21

Account Setup

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

Slide notes

Once the Account Manager has been identified and they are ready to begin the Account Setup, they must go to
the MSPRP URL at the following link: https://www.cob.cms.hhs.gov/MSPRP/.
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http-f'www.cms.hhs.gow/About-CMS/Agency-Information/Aboutwebsite/Security-Protocols. .htmi

Privacy Act Statement

The collection of this information is authorized by Section 1862(b) of the Social Security Act (codified at 42 U.S.C 1395y
(b)) (see also 42, C.F.R. 411.24). The information collected will be used to identify and recover past conditional and
mistaken Medicare primary payments and to prevent Medicare from making mistaken payments in the future for those
Medicare Secondary Payer situations that continue to exist. The Privacy Act (5 U.5.C. 552a(b)), as amended, prohibits the
disclosure of information maintained by the Centers for Medicare & Medicaid Services (CMS) in a system of records to
third parties, unless the beneficiary provides a written request or explicit written consent/authorization for a party to receive
such information. Where the beneficiary provides written consent/proof of representation, CMS will permit authorized
parties to access requisite information.

Attestation of Information

The information provided is complete, truthful, accurate, and meets all requirements set forth to use this process; and, |
have read and understand all of the Centers for Medicare & Medicaid Services information at
http:ifwwaw.cms.goviMSPRGeninfol.

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

| Accept

Decline

' A 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 retrieved by the name or other 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 [I Accept] link at the bottom of the page to continue.
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@S Medicare Secondary Payer Recovery Portal

B L o i B

I = ;
SEIp Navigabo
Abouit Thes Sda CMS Lirka How Te Febesnne e Matenals Contact Us

Welcome to the MSPRP Sign in to your account
The Medears Secondary Payer Recoveny Portal provides a queck and efficent way 1o reques! case mbormaton and provids Linar Mamma:
information 1o asast n resolving Medicare’s recovery clasm With the use of this portal, you may submat a valid authonrabon [T ke
request an updaie to the condtionai payment amount, submt setiiement miormation and dspute clams c“,_',,”,j
Fox mbormaton about the gvalataisty of suokary sxds and seroces. pleass vt Passscid:
hifip faraw mitchc dre govaboul-usinandisc remenaton/nandiss nmmabon-notce himl
Forgot Passaord
MSPRP Message
Logn Clear
Gertting Started

I you arar & Madicans Bansleary and would ke 16 usa tha MSPRP io raquest easa wiltrmaban plaass g In your
MyMedicars accourt by wsting Ihe MyMedc are gow wabsie 3t Wips irymads ars gew/

For moes miprmabon, refar to How To Get Started under the How To menu option. To begin the regstrabon process, cick

New Registration Account Setup

{Account ID and FIN required)

Slide notes

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

Account SQIUP Introduction I

Help Abcut This Page
You have selocted a link that guides you through the process of estatlishing a new Accaunt Manager 2 for the Medicare
Secondary Payer Recovery Portal {(MZPRP). Plezse have your Acccunt keenfification Number and Peraonal Idantification
Mumber (PIN) availabie: The Account ID and PIN are listed on the mailing that was sent to the contact for the account. Ths
wou'd be the Account Reoresantative for a conporate account boe, and the Representative for a representative account
Type

Churing this process you wil:

= Finalze the eslablshment of the account, and
Rf Crea'e your parsonal Leqin 1D Tor ha MSPRP,

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

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

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

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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About This Sile CMS Links Haw To. Ueterence MatsHals

Account Setup Cuick Help

=iglp Abcut This Page
Pieasa ener your Accouni identfcadon Numoer (Account ID) and Perscnal IdentMization Number (PIN), which was sent Io
tha account contact ater completon of the Now Registration slep
Mew users mus! go through the process of creating a Login ID and Pazsword

AN ESIENSK (') INCiCEtes a reQuired nzig

“Account I

“Peisonal dentification Number [PIN). |

“Aceount Marager's E-mail Address:

"Re-enter E-mail Address:

Slide notes
The Account Setup page will display.

This page requires the Account Manager to enter the Account ID and PIN that were mailed to the 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.
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You must contact your Electronic Data Interchange (EDI) Representative to reset the PIN to unlock the account in
this case. The EDI Representative may be reached by phone at: (646) 458-6740 or by e-mail at:
COBVA@GHIMedicare.com.

The system will also verify that the submitted e-mail address does not match the e-mail address of an Account
Representative on 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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Account Setup - Representative Information L * Quick Help

ni the Dage

Help About This Fage
Fleaze venty the loliowing indnidual iz the Account Reprasentative for the account which you are geing to compedete the

Account Setup process. i fhe informalion is comedt please dick the Continue buffon to proceed

Representative Information

First Hame: ME Last Namse:
Address Line 1.1

Address Ling 2.

State:

1ip Code:

Phone: (118

[~Contrin" '

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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Quick Help
Account Manager Personal Information

elp About This Page
Please dick this buBton il information is identical 1o hal prosided during inifial registration Hely 1 This Fag
|Same as Submtter|

An asterisk (") indicates a required field

“First Name: ME: “Last Hame:

“E-mail Address:
“Phone:

Recovery Case Mailing Address

Flease enter the mailing address al which you hiave previously recened comespondenc

rom Medicare related to the

pspondence from Medicars, enler the address where you wanl

"Address Line 1:
Address Line &

“City:

1

* State: Please Saelect

“Zip Code:

[«

You must read the User Agreement provided in the scrolling box. To accep! the agreement, click the checkbox. You must
accept and agree 1o the terms of the User Agreement in order to continue through the registration process

w and prin the agreement 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.

If you have not received any correspondence from Medicare regarding this case, enter the address at which you
want correspondence directed.
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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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“Address Line 1: i

Quick Help
Address Line 2:

Help About Thiz Page
“City:
" State: Please Select 3
*Zip Code:

You mustread the User Agreament provided in the scrolling box. To accaptthe agreament, click the checkbox You musl
accept and agree lo the lerms of the Liser Agreement in arder 1a continue theough the registralion process

View and print the soreement below

User Agreement
THE FOLLOWING DESCRIBES THE TERMS AND CONDITIONS EY WHICH THE CENTERS

FOR MEDICARE & MEDICAID SERVICES (CHS) OFFERS YOU ACCESS TO THE MEDICARE
SECONDARY PAYER RECOVERY PORTAL (MP3RP) SECURE WEB SITE

¥ou must read and accapl ha terms and condiions contained in this Liser Agreement exprassly
sl oul below and incorporated by reference before you may access e MIPRP Secure Web
site -

Pleaze check the following box

|1 accapt the User Agreement and Privacy Policy above

[ Conti 01

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 s ]

Halp Abodt This Page
The sesurity information reguested on this pags will alow the sysiem o aulhenticate your identity sach time you log on This

‘w1l ErEURE anly You are provided the BcCess and updahng pnviledges restneled 1o the ACcount Manager.
Chotse your Login (D 2na passwornd carefully,

+ Login IDa must be 7 characlers

Login ILs must be unigu2 within the system

Login IDs muet be in the format of AADD0AA

{first two aiphabetic, nex thise numeric, \ast teo alphabetic)

= Fasswond must be changed every siady (G0 days

= Fassward muat consist of af least eight (1) characters

» Fessword must contain af legst one upper-case lstter. one lower-case letter. one number and one special character.
F2Eewond mus! contain a mirimum of four 14) chanded characters from e DrevicLs Dasswond.
FEEEWOND EANNCT De CNanged Mode than once per day

= Fassword must be dflerent from the previous twenty four (24) passwords.

= Faszword cannot contain 3 reserved word (3ee Hep About This Page for a complets lisf)

An asiersk (") indicates a required fieid

“Logn io: [ |

‘Password:
‘Re.anter Passwond:

The Security Queationa allew you to regain account azcass if you forget your password. Please rote fhe answrers you
provide e these cuesbons should be actual answers and nol hants far your password

Choose Secunty Questions and Frovide Answers:

TSecunty Wuestion 1: |P._.:.-:._,’.=- Selecl bl
*Answer 1: |
*Sweurity Question 2: ||) ease Select |
Answer 3: [ |

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 | [

Help About This Page
Plaase review your personal and login information. i you nead o change tha informaton, chick tha Edit button_ If you are
satisfied with the information click the Continue button to submit your information. Chick Cancal to cancel the setup
process; all data will ba lost Please pnnt this page for your records

Personal information Edit| Login Information Edil

First Hame: Killie MLk Login 10; AAZ0ZAA
Last Name: Ramaos

E-Mail Addresa: 31302@test-ieam cobga com

Phone: 111-222-3333 enl. 44444

Recovery Case Mailing Address

Address Line 1: 1 w penn awe

Address Line 2:

City: lowson

State: Maryland

Zip Code: 21204

[0 Provious [l Contrue B IR R”

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

‘ Print this pag

You have successfully completed ihe initial registration for the Medicare Secondary Payer Recovery Portal Web site. Your assigned Account ID is: 31522 Please prini this page
fof your records

Mext Steps

The infermation captured during inlial registration will be velted to verify the Corporation is an appropriale submitler. After successful vetting, a letter will be mailed to the Account
Representative caplured during initial registration, with your Account 1D and PIN

Account Setup

Upon receipt of the mailed Account ID and PIN, the Account Representative will be instructed to have the appropriate Account Manager return to the Medicare Secondary Payer
Recovery Portal Web site to complete the account sefup. The Account Manager will need 1o enter the Account ID and FIN on the Account Setup page o begin setup.

Medicare Sacondary 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

Macicars Swcondiny Paper
Excovey For
Frvin Bapan

R K34 oomm Fige ey Tan Mo D o

5
e
wan -
My

EErey A

Slide notes

Once the Account Manager has completed the Account Setup, an e-mail notification will be sent to 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
o Contact an EDI Representative to request
modifications

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

o Put ‘MSPRP Profile Report’ in the subject line
 If signed Profile Report is not received
within 60 days, the account will
automatically be deleted

= 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.

Page 20 of 23



Representative Account Setup Monday, October 10, 2016

Slide 19 - of 21

Next Steps

* Limited functionality until signed Profile
Report has been returned
= Can perform account maintenance

= Can invite other individuals to be
Account Designees

= Cannot access/view any recovery cases

* |tisin your best interests to return the
Profile Report promptly

Slide notes

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

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

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

Page 21 of 23



Representative Account Setup Monday, October 10, 2016

Slide 20 - of 21

S

Hnt Setup course. Information in this
e can be referenced by using the MSPRP
- User Manual found at the following link:

‘ ahttps //www.cob.cms.hhs.gov/MSPRP/. For
general information on

Medlca re Secondary Payer Recovery, go to this
URL: http://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:R

Coordination of
Hencdits and Rocovery

u 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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