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Medicare Secondary Payer
Recovery Portal (MSPRP)
User Maintenance

Version 3.5, 10/10/2016

Version 3.5, 016
Note: CMS3 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 POF currently available on: http://go.cms.gov/msprp.

Slide notes
Welcome to the Medicare Secondary Payer Recovery Portal (MSPRP) User Maintenance course.
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.

Page 1 of 16



User Maintenance Monday, October 10, 2016

Slide 2 - of 19

Disclaimer

While all information in this document is believed to be
correct at the time of writing, this Computer Based
Training (CBT) is for educational purposes only and does
not constitute official Centers for Medicare & Medicaid
Services (CMS) instructions. All affected entities are
responsible for following the instructions found in the
MSPRP User Manual found at the following link:
https://www.cob.cms.hhs.gov/MSPRP/.

Slide notes

While all information in this document is believed to be correct at the time of writing, this Computer Based

Training (CBT) is for educational purposes only and does not constitute official Centers for Medicare & Medicaid
Services (CMS) instructions.

All affected entities are responsible for following the instructions found in the MSPRP User Manual found at the
following link: https://www.cob.cms.hhs.gov/MSPRP/.
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Course Overview

* Account Settings
= Update personal information o

e =y
= Change password
_
= View account activity )
a

Slide notes
This course will describe the following Account Setting functions: update personal information, change password

and view account activity.
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Update Personal Information

MSPRP allows users to modify their personal
information

Personal information is recorded during initial
registration

* Can be modified as necessary

Slide notes
The MSPRP provides users with the ability to change or correct their personal information.

Although this information is recorded during your initial registration process, it can be modified as necessary.
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Account List - | Quick Help
Print this page F

Help Aboul This Page
Chck the dasired link to access the associated account.

*fou may update your personal information or change your current password by clicking the appropriate link under the
Account Settings List

_ 5o Account Settings
: Multi-Factor Authentication [
MSPRP users may request access o view unmasked claims data that was previously only Update Personal Information

accessible to the beneficiary. Individuals requesting this access must compiete the 1D Proofing Change Password
and Multi-Factor Authentication (MFA) process, The status of your request will display as a link

under the Muit-Factor Authentication box. You will click this link to progress through the reguired
steps. Once you have successfully completed this process your status will be changed to
i Complate.

£ Multi-Factor Authentication

During the ID Proofing process you will be asked to provide curment personal information and respend fo questions created [
by Experian Credit Services (an outside entity) to confirm your identity. This information, the questions, and your answers will Status: Initial Process
not be stored on the MSPRP. This process will not impact your credit score, Nexl Step: Gel Started

To use MFA services, you will be required to download and install one or more MFA Credential ID fokens for the devices you
plan to use o access the MSPRP and then you mus! aclivate the Credential 1D for your Login. To downioad a software
Credential ID, go to the Symantac Validation and Identity Protection (VIP) Service website found at the following link:
hitps:/idprotect vip symantec com

You will be able to activate a credential after the Next Step link has changed to Credential Required. To begin the ID
Proofing process, click the Next Step:Get Started link

Associated Account IDs:
####s FIRST LAST

Slide notes

Account Designees and the Account Manager can modify their personal information and change their password
from the Account List page.

This is the Account Designee’s and the Account Manager's Home page and will display after a successful login.
From this page, click [Update Personal Information] in the Account Settings box.

Note: The Account List page also displays information about the Multi-Factor Authentication (MFA) process. This
process allows users to view unmasked claims data that was previously only accessible to the beneficiary.

See the Multi-Factor Authentication Process CBT for more information.
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Update Personal Information

Quick Help |
‘ Print this page l
Help About This Page
An asterick () indicates a required field,
“First Name: Mary Mi: “Last Name: Smith
“Email Address: wow12@gmail com|
“Re-enter Email Address:
“Phone: (333 j- 333 - 4444 axt.

Mailing Address

“Address Line 1: 333 Test Rd

Address Line 2:

“City: Austin

" State: Texas El
*Zip Code: 12345

BEITC) | o @

Privacy Policy | User Agreement

Slide notes

Once the [Update Personal Information] link has been selected, the Update Personal Information page will
display.

After making any necessary changes, click [Continue] to submit the updated information.
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Skip Navigatio

Personal Information Update Confirmation - oo
S me Dage
Help About This Fage
Your information has been updated. Print this page for your reconds.

Personal Information
First Name: FRST ML M Last Name: LAST

E-Mail Address: AAAADAAML AAA
Phone: #5800 axd &

Mailing Address
Address Line 1. AAAAAAAAAA
Address Line 2: AAARAASAAN
City: AAARRAAAAA
State: AARAAAAAAA

Zip Code: 258

Privacy Policy | User Agreement

Slide notes

The system will update your personal information and display the Personal Information Update Confirmation
page.

This page confirms that you have successfully updated your personal information for the MSPRP account.
Your updated name, e-mail address, phone number and mailing address are displayed on the page.

The MSPRP will generate an e-mail message to you that confirms that your personal information was updated.

If you did not initiate the update, contact an Electronic Data Interchange (EDI) Representative by phone at: (646)
458-6740 or by e-mail at: COBVA@GHIMedicare.com.

Note: If you modified your e-mail address, the MSPRP will send the notification e-mail to your old e-mail address.

When you click [Continue], you will return to the Account List page.
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Horme Aboul This Site CMS Links How To... Reference Materials Contact Us Logoft

Account List - | Quick Help
Print this page

Help About This Page

Chick the desired link to access the associated account.

You may update your personal information or change your current passwoed by clicking the appropriate link under the
Account Settings List

: o i’_ll:cuunt Seftings
Multi-Factor Authentication
MSPRP users may request access to view unmasked claims data that was previousty only Update Personal Information
accessible to the beneficiary. Individuals requesting this access must compiete the 1D Proofing Change Passwaord

and Multi-Factor Authentication (MFA) process, The status of your request will display as a link
under the Muit-Factor Authentication box. You will click this link to progress through the reguired
steps. Once you have successfully completed this process your status will be changed to
Compizte

I £ Multi-Factor Authentication
During the ID Proofing process you will be asked to provide curment personal information and respend fo questions created [

by Experian Credit Services (an outside entity) to confirm your identity. This information, the questions, and your answers will Status. Initial Process

not be stored on the MSPRP. This process will not impact your credit score, Next Step: Get Started

To use MFA services, you will be required to download and install one or more MFA Credential ID fokens for the devices you
plan 1o use 10 access the MEPRP and then you must activate the Credential 1D Tor your Login. To downlioad a software
Credential ID, go to the Symantac Validation and Identity Protection (VIP) Service website found at the following link:
hitps:/fidprotect vip.symantec_com

You will be able to activate a credential after the Next Step link has changed to Credential Required. To begin the ID
Proofing process, click the Next Step:Get Started link

Associated Account IDs:
####s FIRST LAST

Slide notes
The MSPRP also provides you the ability to change your password.

In order to initiate this change from the Account List page, you will click [Change Password] in the Account
Settings box on the Account List page shown here.
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Skip Navigatio

e ——————
Change Password - Quick Help
BrrLmis page I

Help About This Fage
Choose your password carefully.

= Password must be changed every sixty (80) days.

= Password must consist of at |east sight (B) charactern

= Pessword must contein at least one upper-case letter, one lower-case letter, one number and one special
character.

= Password must contain a minimum of four (4) chenged characters from the previous password,

= Password cannot be changed maore than once per day.

= Password must be different from the previous 24 passwords.

= Password cannot contain a reserved word [See Help About This Page for 8 complete list).

An asterisk () indicates a reguired fisld.

*Enter your current password:
“Enter your new password:

“Re-enter your new password:

[ Contrve © IR LN~}

Slide notes

The Change Password page will display where you are required to enter your current password once and new
password twice.

Your new password must conform to the guidelines listed on this slide.

Once all required information has been entered, click [Continue].
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Skip Navigahon

About This Site . Reference Materials

Change Password Confirmation

Help About This Page Remember, when you change your
password in the MSPRP, the password
will be changed in all Section 111
Mezicare Secondary Fayer Recovery Poral Weled Coordination of Benefits Secure Web

site (COBSW) applications that you are
authorized to use

You have successfully changed your password. Yo

Slide notes
The Change Password Confirmation page displays indicating that the password has been changed.
You will be required to use your new password the next time you login.

Click the Medicare Secondary Payer Recovery Portal Welcome Page link to continue to your home page.
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View Account Activity

+ Initial Registration

* Account Setup

File an Authorization

* Request an update to the conditional payment amount

Request a copy of the conditional payment letter

Dispute Claims

Obtain Final Conditional Payment

Provide the Notice of Settlement

Initiate Demand Letter

Slide notes

The MSPRP also provides users with the ability to view a history of specific activities that were performed on
cases associated to an account. The activities that are tracked and recorded on the MSPRP are:

Initial Registration, Account Setup, File an Authorization, Request an update to the conditional payment amount,
Request a copy of the conditional payment letter, Dispute Claims, Obtain Final Conditional Payment, Provide the
Notice of Settlement and Initiate Demand Letter.

Note: Only those activities that are applicable to the cases associated to the account will be tracked. The history
of these activities can be viewed using the View Activity function.
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Home About This Sile CMS Links How To... Reference Materials Contacl Us Logofl

Account List - Quick Help
Print this page

Help About This Page

Chick the desired link to access the associated account.

You may update your personal information or change your current passwoed by clicking the appropriate link under the

Account Settings List -
: o Account Settings
Multi-Factor Authentication
MSPRP users may request access to view unmasked claims data that was previously only Update Personal Information
accessible to the beneficiary. Individuals requesting this access must compiete the 1D Proofing Change Passwaord

and Multi-Factor Authentication (MFA) process, The status of your request will display as a link
under the Mult-Factor Authentication box. You will click this link to progress through the required
steps. Once you have successfully completed this process your status will be changed to
Compizte

£ Multi-Factor Authentication

During the ID Proofing process you will be asked to provide curment personal information and respend fo questions created
by Experian Credit Services (an outside entity) to confirm your identity. This information, the questions, and your answers will Status. Initial Process
not be stored on the MSPRP. This process will not impact your credit score, Next Step: Get Started

To use MFA services, you will be required to download and install ane or more MFA Credential |D tokens for the devices you
plan 1o use 10 access the MEPRP and then you must activate the Credential 1D Tor your Login. To downlioad a software
Credential ID, go to the Symantac Validation and Identity Protection (VIP) Service website found at the following link:
hitps:/fidprotect vip.symantec_com

You will be able to activate a credential after the Next Step link has changed to Credential Required. To begin the ID
Proofing process, click the Next Step:Get Started link

Associated Account IDs:
####s FIRST LAST

Slide notes

From the Account List page, you will first select the Account ID for the account to View Account Activity.
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About This Site CMS Links Referance Materiais

Welcome! Guick Belp

Help About This Page
Account: 35999 BA4 ARR8

The Medicare Secondary Payer Recovery Portal provides 8 quick and efficient way to request case information and
provide information to assist in resclving Medicare's recovery daim.

Account Settings
With the use of this portal, you may submit a valid suthorizetion, request an update conditional payment amount,

submit settlement information and dispute cdaims.

View Account Adtivity

You may view the scoount adtivity by dicking the sppropriate link under the Account Settings.

To request information regarding a case you have not already asscciated to your account, dick the Request Case
Access link below.

To sea cases that you have previously associated to your account, click the Case Listing link below.
Regquest Case Access

Case Listing

Slide notes

The MSPRP will then display the Welcome! page for that Account ID. From this page, you can select View
Account Activity from the Account Settings box.
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Home Aot This Site CHS Links Hew To Referance Watedals Conftact Us Logof
A ——————————————————————
Account Activity T Quick Help

Below |5 T SOCOUNT CWITY FOF TNe ACCOUNY 10 578040358
Please report any discrepancies to e Benelits Coordnabon & Recowery Center (BCRC)

Selecting Cancel will return 10 e Mome Page

RAccount Activity
Actraty Date Acthity Descripion Case 1D Usar
- Request an update 1o B
PR driied SStEieRLiEs
2 molis o o CONADOAIN DIyERt AU
Mareh 19, 2014 Request an updaie 1o e I R EEREEES SrSRERsEEe

conditional payment amount

Requiads! an upails 1o B
MNowem T. AEOTIASNEINNSETITARTaT FEERE SRR
- b 272018 condibonal payment amount

Reques! an update 1o he SRR semres sresemssent
Oclode: 26, 2012 tonaBanal payment amount -
" Request a maled Copr of 0 sppmrpmeremenrmee snenn aiamese
T condiboaal payment letier
Jully 31,2013 Fil@ an AUTOMZason TSN STEVERRRNE

- Reguest an upsate fo e
ezcmrozeezszczsmcoee: srEmEar meEsEETaEEd
A 23, 2093 cond®anal pIyment amount

Slide notes

Once the View Account Activity link has been selected, the Account Activity page displays. This page displays the
date and description of the activity; the case on which the activity occurred; and the name of the MSPRP user
who performed the activity.

Note: The Case ID field is blank for the following activities: Initial Registration and Account Setup. Please report
any discrepancies to an EDI Representative. After you have reviewed the account activity, click [Cancel] to return
to your Home page.
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have completed the MSPRP User Maintenance

e. 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 User Maintenance 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.

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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