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COB:R

Coordination of
Bonofits and Recovery

Workers’ Compensation Medicare
Set-Aside Portal (WCMSAP)

Account Setup
Representative

Version 4.8, 4/4/2016
Mote: CM3 reserves the right to modify this presentation. To ensure you have the most current version, verify that the
wersion and date on this page match the version and date on the comesponding page of the PDF currently available on:

Slide notes
Welcome to the Workers’ Compensation Medicare Set-Aside Portal (WCMSAP) Account Setup course.
Note: This module is for the Account Manager of the representative account.

A representative account indicates that the submitter is registering as a non-corporate entity with no
Employer Identification Number (EIN), but will be submitting multiple WCMSA requests.

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:
http://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 for the WCMSAP.

All affected entities are responsible for following the applicable CMS instructions found at the following
link: http://go.cms.gov/wcmsa.
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Course Overview

* Account Setup
= Establish Account

3 - -
= Establish Login Identification ,
(ID)/Password —
* Next Steps —
a

Slide notes

This course will demonstrate how to complete the Account Setup, including establishing an account and a
Login Identification (ID) and password.

This course will also describe the next steps to follow once the Account Setup has been submitted.
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Getting Started

* Account Manager

» Responsible for completing Account Setup

> Once New Registration is complete

° Representative has received mailing from the Benefits
Coordination & Recovery Center (BCRC)

= Personal Identification Number (PIN)
= Account ID/Submitter ID

Slide notes

The Account Manager is responsible for completing the Account Setup once the New Registration step is
completed and the representative has received a mailing from

the Benefits Coordination & Recovery Center (BCRC) containing the Personal Identification Number (PIN)
and Account ID/Submitter ID.

Upon receipt of the Account ID and PIN, you can provide the information to a designated Account
Manager, or assign yourself to this role.

Page 4 of 24



Account Setup - Representative Monday, April 4, 2016

Slide 5 - of 23

@5 Workers' Compensation Set-Aside Web Portal CQB*R

Bttt i Basisrenry

Skip Mavigation

About This Site - Reference Materisls Contact Us

Welcome to the WCMSAP

This site provides an interface for entry of Workers' Compensation Medicare
Set-Aside Amrangements (WCMSA) proposals. Attorneys. Medicars Sign into your account

beneficiaries, claimants, insurance carriers and WCMSA vendors may use this

site fo enter the case information directly. The site also provides attomeys, User Name:

Medicare beneficiaries, claimants, insurance carmiers, and WCMSA vendors with I:l

the: ability to track their submitted cases and the statuses without inquiry to the Forget ID
Benefits Coordination & Recovery Center (BCRC) or the Centers for Medicare &
Medicaid Services (CMS). Password:

| R—

Forgot Password

For information about the availability of auwxiliary sids and services, please visit

hitp:/fwwww.medicare gov/sbout-us/nondiscrimination/nondiserimination-

notice.himl

WCMSAP Message

Reminder that the use of ICD-10 codes has been implemented. Al WCMEA
proposals, with a date of incident (D01) on or after October 1, 2015, should be
submitted using the new ICD-10 codes. The WCMSA related User Guides and
training materisls have been updated to include ICD-10 information.

GETTING STARTED
For more information, refer to How To Get Started under the How To menu
option.

STEP 1 STEF 2

New Registration  mip Account Setup [

{Aceount |D and PIN required)

Slide notes

In order to perform the WCMSAP Account Setup, the Account Manager must go to the WCMSAP Web
site found at the following URL: https://www.cob.cms.hhs.gov/WCMSA.
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Login Warning (= Print this page

UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM IS PROHIBITED BY LAW

You are accessing a U.S. Govermment information system, which includes: (1) this computer, (2) this computer network, (3) all
computers connected to this network, and (4) all devices and storage media attached 10 this network or to a computer on this
network. This information system is provided for U.S. Government-authorized use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.
By using this information 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 infermation system.
At any time, and for any lawful Govemment purpose, the Government may monitor, intercept, and search and seize any
communication or data transiting or stored on this information system.

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

Privacy Act Statement

The collection of this information is authorized by 42 U.S.C. 1395y(b)(3). The information collected will be used to identify and
recover past mistaken Medicare primary payments and to prevent Medicare from making mistakes in the future for those Medicare
Secondary Payer sifuations that continue to exist.

Attestation of Information

| have submitted all relevant information obtained andfor have knowledge of regarding this claimant, that was generated at any time
on or after the Date of Incident (DOI) for the alleged accidentiliness/injury/incident at issue, and has been included as part of this
submission of the proposed amount for this WCMSA to the Centers for Medicare & Medicaid Services.

Slide notes

Each time you visit the WCMSAP Web site, the Login Warning page will display the Data Use Agreement
(DUA).

The DUA provides information about WCMSAP security measures including access, penalty and privacy
laws.

You must agree to the terms of this warning each time you access the WCMSAP application.
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Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.
By using this information 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 information system.
At any time, and for any lawful Govemment purpose, the Government may monitor, intercept, and search and seize any
communication or data transiting or stored on this information system.
*Any communication or data transiting or stored on this information system may be disclosed or used for any lawful Government
purpose.

Privacy Act Statement
The collection of this information is authorized by 42 U.S.C. 1395y(b)(3). The information collected will be used to identify and
recover past mistaken Medicare primary payments and to prevent Medicare from making mistakes in the future for those Medicare
Secondary Payer situations that continue to exist.

Attestation of Information
| have submitted all relevant information obtained andior have knowledge of regarding this claimant, that was generated at any time
on or after the Date of Incident (DOI) for the alleged accidentiliness/injury/incident at issue, and has been included as part of this
submission of the proposed amount for this WCMSA to the Centers for Medicare & Medicaid Services.

The information provided is complete, truthful, accurate, and meets all requirements set forth o use this process; and, | have read
and understand all of the Centers for Medicare & Medicaid Services information at

WWorkers Compensation Agency Services

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

| 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
i5 retrieved by the name or other personal identifier of the individual.

Slide notes

You must review the DUA and click the [I Accept] link at the bottom of the page to continue otherwise
you will be denied access to the WCMSAP site and will be unable to complete Account Setup.
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Skip Mavigation

About This Site - Reference Materisls Contact Us

Welcome to the WCMSAP

This site provides an interface for entry of Workers' Compensation Medicare
Set-Aside Amrangements (WCMSA) proposals. Attorneys. Medicars Sign into your account
beneficiaries, claimants, insurance carriers and WCMSA vendors may use this
site to enter the case information directly. The site slso provides attomeys, User Name:

Medicare beneficiaries, claimants, insurance carmiers, and WCMSA vendors with I:l

the ability to track their submitted cases and the statuses without inguiry to the FEorgot ID

Benefits Coordination & Recovery Center (BCRC) or the Centers for Medicare &
Medicaid Services (CMS). Password:

| R—

Forgot Password

For information about the availability of auwxiliary sids and services, please visit
hitp:/fwwww.medicare gov/sbout-us/nondiscrimination/nondiserimination-

notice.himl

WCMSAP Message

Reminder that the use of ICD-10 codes has been implemented. Al WCMEA
proposals, with a date of incident (D01) on or after October 1, 2015, should be
submitted using the new ICD-10 codes. The WCMSA related User Guides and
training materisls have been updated to include ICD-10 information.

GETTING STARTED
For more information, refer to How To Get Started under the How To menu
option.

STEP 1 STEF 2

New Registration  mip Account Setup [

{Aceount |D and PIN required)

Slide notes
Once you have clicked the [l Accept] link, you will be brought to the Login (Welcome) page.

To begin the next step in the registration process, click Account Setup.
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Skip Navigation

About This Site CMS Links ; Reference Materials Contact Us

Account Setup Intro

You have selected a link that guides you through the process of establishing a new Account Manager ID for the Workers' Compensation
Set-Aside Web Portal (WCMSAP). Please have your Account IDentification Mumber {EIN) and Personal Identification Number {PIN)
available. The Account ID and PIN are listed on the mailing that was sent to your submitter contact

If you are already associated with a Submitter on the WCMSA Web Portal, you will not be allowed to register for a different Submitter
An Account Manager is only allowed to be associated with one Submitter

Dunng this process you will be:

o Establishing an account for the Submitter, and

+ Establishing your personal Login ID to the Workers' Compensation Set-Aside Web Portal (WCMSAP)

Before proceeding it 1s important to understand the roles of the vanous WCMSARP users, and their respective responsibilities to ensure the
Submitter accounts are managed correctly. The role of the Account Manager and is described below

| Previous || Next |

Slide notes

The Account Setup Intro page will display. This page describes the Account Setup process and the role of
the Account Manager.

As the Account Manager, you will establish and administer your WCMSAP account. Click Next to
continue.
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Skip Navigation)

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter the Account Identification Number (Account ID) and Perscnal Identification Number (PIN) sent to the account
contact after completion of the New Registration step.

We also ask for your E-mail address to see if you are already associated to another account on the WCMSA Web Portal.
Existing users will not be allowed to be associated to multiple WCMSAP accounts. New users must go through the process of
creating a Login 1D and Password.

Help About This Page

An asterisk (*) indicates a required field.

Account 1D: * |

Personal Identification Number (PIN):* [ |

Account Manager's E-Mail Address: *

Re-enter E-Mail Address: = I

Slide notes
The Account Setup page will display.
This page requires you to enter the Account ID and PIN for this representative account.

Your e-mail address is also required in order to verify that you are a registered user. Your e-mail address
must be entered twice.

Note: If the e-mail address you enter is found in the system, you will be prohibited from continuing the
account setup process.
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Skip Navigation)

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter the Account Identification Number (Account ID) and Perscnal Identification Number (PIN) sent to the account
contact after completion of the New Registration step.

We also ask for your E-mail address to see if you are already associated to another account on the WCMSA Web Portal.
Existing users will not be allowed to be associated to multiple WCMSAP accounts. New users must go through the process of
creating a Login 1D and Password.

Help About This Page

An asterisk (*) indicates a required field.

Account 1D: *

Personal Identification Number (PIN):* [ |
Account Manager's E-Mail Address: *

Re-enter E-Mail Address: = I

Privacy Policy = User ment
Slide notes

When you have completed the Account Setup page, click Next to continue. The system will validate the
Account ID and PIN.

If the Account ID and/or PIN are invalid, the system will display an error message.
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About This Site CMS Links Reference Materials Contact Us

Account Setup

Representative Information

First Name: FIRST
M- M
Last Name: LAST
Phone: ### - 7 -
ext
Representative Mailing Address:

Address Ling 1: AA
Address Line 2-,

City: A&

Zip Code: # - #4

Slide notes

After all information has been verified by the system, the Account Setup — Representative Information
page displays.

This page displays information entered during the initial registration process.

Review the listed information. If any of the information is incorrect, contact an Electronic Data
Interchange (EDI) Representative to have it corrected.
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Skip Navigati

About This Site CMS Links 9 Reference Materials Contact Us

Account Manager Personal Information

Please click this button if information is identical to that provided during initial registration. Help About This Page

Same as Submitter

An asterisk (") indicates a required field.

First Name: * | | M Last Name: *

E-mail Address: * | |

L e |

Phone: *

Mailing Address:

Address Line 1: * | |

Address Line 2: | |
City: * | |
State: * v

Zip Code: * 3 |

Mo et rood the Llear Anroomont nesvidod in the crenllinn hny To arcont the anrsomaont eliek the chorbbay Yo et areont and anrss e the torme of the

Slide notes

The Account Manager Personal Information page will then display.

Enter the required personal information.

The information you enter here is required for subsequent communications.

If the Account Manager information is the same information that was entered for the Representative
during New Registration, click the Same as Submitter button to populate the fields.

Note: You can register as an Account Manager for an account if you are already a registered Medicare,
Medicaid, and SCHIP Extension Act 2007 (MMSEA) Mandatory Reporting user.
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Address Line 1:* | |

Address Line 2: | |
City: * | |
State: * v
Zip Code: * H _

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

View and print the agreement below

User Agreement

1. Purpose of Workers' Compensation Medicare Set-Aside Portal (WCMSAP) Sec

The Workers’ Compensation Medicare Set-Aside Portal (WCMSAP) will allow for the
compensation Medicare Set-Aside arrangement (WCMSA) proposals for future med
introduction of a WCMSAP web portal, WCMSA submitters will receive prompt and ¢ |

< >

Please check the following box:

1 | accept the User Agreement and Privacy Policy above

 Previous || Next |

Slide notes

When the Account Manager information has been entered, scroll down to view the User Agreement.

You must read and accept the terms of this agreement. Click the “I accept” check box and then click Next
to continue with the Account Setup.

You may print a copy of this for your records.
The system will validate that all required fields on this page have been entered.

If the Account Manager has entered incomplete or invalid information (i.e., the entered information does
not pass the WCMSAP edits), the system will display an error message.
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Skip Navigat

About This Site CMS Links Reference Materials Contact Us

Account Manager Login Information

identity each
s restricted to
Help About This Page
Choose your Login ID and

o Paseword must be changed every sixty (80) days
* Password must consist of at least eight {8) characters.
* Password must contain at least one upper-case letter, one lower-case letter, one number, and one special character.
e Password must contain a minimum of four (4) changed characters from the previous password

* Paseword cannot be changed more than once per day.
» Password must be different from the previous B passwords.

» Password cannot contain a reserved word (See Help About This Page for a complete list)

An asterisk (*) indicates a required field

Re-enter Password * :

Slide notes

If you are a new user, the Account Manager Login Information page will display, requesting you to set up
a Login ID and Password using the following guidelines.

Note: If you have already registered to use the WCMSAP, this page will not display and you will not be
prompted to create a Login ID and Password.

Login IDs must be 7 characters and must be in the format of AA999AA: first two alphabetic, next three
numeric, last two alphabetic. Login ID and Password cannot be the same and the password must adhere
to the following standards:

Must be changed every sixty days, must consist of at least eight characters, must contain at least one
uppercase letter, one lowercase letter, one number and one special character.

The password must also contain a minimum of four changed characters from the previous password. It
cannot be changed more than once per day, must be different from the previous six passwords and not
contain any words from the reserved words list.

The updated Reserved Words List can be referenced in the latest WCMSAP User Guide.
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fime you [og on

This will ensure only you are provided the access and updating prmaledges resincied fo

the Account Manager

Help About This Page

hoose your Login ID and password carefully

» Password must be changed every sixty (80) days
ord must consist of at least eight (@) characters.
* Password must contain at least one upper-case letter,

one lower-case letter, one number, and one special character,

characters from the previous password

rd must contain a minimurn of four (4) chang
* Paseword cannot be changed mare than once per day.
» Password must be different from the previous B passwords.

» Password cannot contain a reserved word (See Help About This Page for a complete list)

An asterisk (*) indicates a required field

Re-enter Password * :

astions allow you to reg

he Secunty Qu ase note

et your password. Ple

1swers you provide to these questions should be actual answers and not hints for your password

ns and Provide Answers

TCfhanes Sar § B o
Choose Secunty Questi

Please Select V|

Please Select ~'|

stio
Security Question 1*

Security Question 2 *

Previous

Slide notes

The security information requested on this page will allow the system to authenticate your identity each
time you log in to the WCMSAP.

Create your Login ID, and enter and re-enter a Password. Select 2 Security Questions and Answers and
click Next.

You will use your Login ID and Password to enter the WCMSAP site and manage the account, create and
view cases, and upload file attachments.

The Security Questions 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 Next to continue.
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Skip Navigation|
About This Site CMS Links How To... Reference Matenials Contact Us

Account Manager Summary

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 "Submit Account Setup’ 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 Information Edit

First Name; MiI;

Help About This Page

Login ID Edit

Last Name:
E-Mail Address:

Login ID:
Phone: o ext.

Mailing Address:

Address Line 1:
Address Line 2:
City:

State:

Zip Code:

Previous || Submit Account Setup || Cancel |

Slide notes

The Account Manager Summary page will display.
This page lists all of the information you entered during Account Setup.

All information should be reviewed and verified before continuing.

To make any corrections, or to change previously entered information, click the Edit button next to the
section that needs to be modified.

This will return you to the applicable page to make modifications.
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Choose your Login ID and password carefully

« Password must be changed every sixty (60) days.

*® Password must consist of at least eight (8) characters.

* Password must contain at least one uppercase letter, one lower-case letter, one number, and one special character.
* Password must contain a minimurm of four (4) changed characters from the previous password

* Password cannot be changed more than once per day.

* Password must be different from the previous 6 passwaords.

+ Password cannot contain a reserved word (See Help About This Page for a complete list)

An asterisk (") indicates a required field

Re-enter Password * :

The Security Questions allow you to regain account access if you forget your password. Please note
the answers you provide to these questions should be actual answers and not hints for your password

Choose Security Questions and Provide Answers

Please Select ¥ |

Security Question 2 *

Security Question 1*

Please Select v|

Previous

Slide notes
Change any of the information as needed.

Once you have finished editing the information, click Next to return to the Account Manager Summary
page.
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Skip Navigation|
About This Site CMS Links How To..

Reference Matenials Contact Us

Account Manager Summary

Please review your personal and login Information. If you need to change the information, click the 'Edit’ button. If you are
safisfied with the information click the *Submit Account Setup’ 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 Information Edit

Help About This Page

Login ID Edit
First Name; MI;
Last Name: Login ID;
E-Mail Address:
Phone: 2 ext.
Mailing Address:

Address Line 1:
Address Line 2:
City:

State:

Zip Code:

Previous || Submit Account Setup || Cancel |

Slide notes

If you need to return to the Account Manager Login Information page, click Previous.

If you need to cancel the account setup, click Cancel.

To submit your information, click Submit Account Setup.
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Thank You

[
é Print -his pzge

‘fou have successfully completed the initial registration for the Wor<ers' Compensation Set-Asidz Web site. lzase print th's page for your
records

Next Steps

After iritial registration is complated, the information capiured wil be vetted to verify the Company. Representative or Benzficiary/Claimant
is an appropriale submitter. After the vettirg has been completed, t1e reg strant will be cefined with an Account ideatification numoaer (D}
After the assignment of an Account ID, a lztler will b= mailed to the Account Reprezentative capiured during registrat on, with the Account

ID and PN numbsr.

Account Setup
Upon raceiot of the maied Account ID and FIl, the Account Representatve will bz instructed o return to the Workers' Compensztion Set-

Asidz YWzb site to complete the account setup. The Account Manager will need to enter the Accoun: ID and PIN on the Account Setup
paje to hegin setup

Waorke's' Compsenation Se-As de Welcame HPage

Slide notes

The system will display a Thank You page with instructions for your next steps after successful Account
Setup.

Click the Workers’ Compensation Medicare Set-Aside Welcome Page link to return to the Welcome page.
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Next Steps

* Account Manager controls administration of WCMSAP account
» Once account setup is complete, e-mail notification will be sent to you
» E-mail will also include Profile Report
o Contact EDI Department if Profile Report not received within 10 business days

o Must review, sign, and return Profile Report to BCRC within 60 business days

° You cannot submit, view, or create cases until the signed Profile Report is
received by the BCRC

o If sending by e-mail, use “WCMSAP Profile Report” in subject line

o If signed Profile Report is not received within timeframe, account will be
automatically deleted on the 60th business day

o If account is deleted, you must start the registration process from the beginning

> Once Profile Report is received by BCRC, you may login to use your account

Slide notes

At this point, you will have successfully setup the account and registered yourself as the Account
Manager.

As the Account Manager, you control the administration of the WCMSAP account.
Upon completion of all information for the account setup, an e-mail notification will be sent to you.

The e-mail will also include a Profile Report, noting all information previously recorded during registration
and any additional information provided during the account setup.

Contact the EDI Department if you do not receive a Profile Report after 10 business days.

The profile report must be reviewed for accuracy then signed and returned to the BCRC.

You cannot submit, view, or create cases until the signed Profile Report is received by the BCRC.
You will have 60 business days to review, sign, and return the Profile Report to the BCRC.

When returning the signed Profile Report via email, use “WCMSAP Profile Report” in the subject line.
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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, you must start the registration process from the beginning.

After the report has been received by the BCRC, you can login to the account to maintain account and
case information, upload and replace documents, submit cases, and manage Designee access.
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Coordination of
Bonofits and Recovery

’ completed the WCSMAP Account Setup course. The
rmation in this course can be referenced by using the

g document at the link below.
https://www.cob.cms.hhs.gov/WCMSA/help/userManual/WCMSAUserManual.pdf

Slide notes

You have completed the WCSMAP Account Setup course. The information in this course can be
referenced by using the document at the link below.
https://www.cob.cms.hhs.gov/WCMSA/help/userManual/WCMSAUserManual.pdf
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| COB:R

Coordination of
r Bonafits and Recovery

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

Slide notes

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

Page 24 of 24


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

	Structure Bookmarks
	Slide 1 - of 23 
	P
	Slide notes 
	Welcome to the Workers’ Compensation Medicare Set-Aside Portal (WCMSAP) Account Setup course. 
	Note: This module is for the Account Manager of the representative account. 
	A representative account indicates that the submitter is registering as a non-corporate entity with no Employer Identification Number (EIN), but will be submitting multiple WCMSA requests. 
	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. 
	 
	Slide 2 - of 23 
	P
	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 for the WCMSAP. 
	P
	 
	 
	Slide 3 - of 23 
	P
	Slide notes 
	This course will demonstrate how to complete the Account Setup, including establishing an account and a Login Identification (ID) and password.  
	This course will also describe the next steps to follow once the Account Setup has been submitted. 
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	The Account Manager is responsible for completing the Account Setup once the New Registration step is completed and the representative has received a mailing from 
	the Benefits Coordination & Recovery Center (BCRC) containing the Personal Identification Number (PIN) and Account ID/Submitter ID. 
	Upon receipt of the Account ID and PIN, you can provide the information to a designated Account Manager, or assign yourself to this role. 
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	Each time you visit the WCMSAP Web site, the Login Warning page will display the Data Use Agreement (DUA). 
	The DUA provides information about WCMSAP security measures including access, penalty and privacy laws. 
	You must agree to the terms of this warning each time you access the WCMSAP application. 
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	You must review the DUA and click the [I Accept] link at the bottom of the page to continue otherwise you will be denied access to the WCMSAP site and will be unable to complete Account Setup. 
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	Once you have clicked the [I Accept] link, you will be brought to the Login (Welcome) page. 
	To begin the next step in the registration process, click Account Setup. 
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	The Account Setup Intro page will display.  This page describes the Account Setup process and the role of the Account Manager. 
	As the Account Manager, you will establish and administer your WCMSAP account.  Click Next to continue. 
	 
	Slide 10 - of 23 
	P
	Slide notes 
	The Account Setup page will display. 
	This page requires you to enter the Account ID and PIN for this representative account.  
	Your e-mail address is also required in order to verify that you are a registered user. Your e-mail address must be entered twice. 
	Note: If the e-mail address you enter is found in the system, you will be prohibited from continuing the account setup process.  
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	When you have completed the Account Setup page, click Next to continue.  The system will validate the Account ID and PIN. 
	If the Account ID and/or PIN are invalid, the system will display an error message. 
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	After all information has been verified by the system, the Account Setup – Representative Information page displays. 
	This page displays information entered during the initial registration process. 
	Review the listed information. If any of the information is incorrect, contact an Electronic Data Interchange (EDI) Representative to have it corrected. 
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	The Account Manager Personal Information page will then display. 
	Enter the required personal information. 
	The information you enter here is required for subsequent communications. 
	If the Account Manager information is the same information that was entered for the Representative during New Registration, click the Same as Submitter button to populate the fields. 
	Note: You can register as an Account Manager for an account if you are already a registered Medicare, Medicaid, and SCHIP Extension Act 2007 (MMSEA) Mandatory Reporting user. 
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	When the Account Manager information has been entered, scroll down to view the User Agreement. 
	You must read and accept the terms of this agreement. Click the “I accept” check box and then click Next to continue with the Account Setup. 
	You may print a copy of this for your records. 
	The system will validate that all required fields on this page have been entered. 
	If the Account Manager has entered incomplete or invalid information (i.e., the entered information does not pass the WCMSAP edits), the system will display an error message. 
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	If you are a new user, the Account Manager Login Information page will display, requesting you to set up a Login ID and Password using the following guidelines. 
	Note:  If you have already registered to use the WCMSAP, this page will not display and you will not be prompted to create a Login ID and Password. 
	Login IDs must be 7 characters and must be in the format of AA999AA: first two alphabetic, next three numeric, last two alphabetic. Login ID and Password cannot be the same and the password must adhere to the following standards:  
	Must be changed every sixty days, must consist of at least eight characters, must contain at least one uppercase letter, one lowercase letter, one number and one special character.  
	The password must also contain a minimum of four changed characters from the previous password. It cannot be changed more than once per day, must be different from the previous six passwords and not contain any words from the reserved words list.  
	The updated Reserved Words List can be referenced in the latest WCMSAP User Guide. 
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	The security information requested on this page will allow the system to authenticate your identity each time you log in to the WCMSAP. 
	Create your Login ID, and enter and re-enter a Password. Select 2 Security Questions and Answers and click Next. 
	You will use your Login ID and Password to enter the WCMSAP site and manage the account, create and view cases, and upload file attachments. 
	The Security Questions 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 Next to continue. 
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	The Account Manager Summary page will display. 
	This page lists all of the information you entered during Account Setup. 
	All information should be reviewed and verified before continuing. 
	To make any corrections, or to change previously entered information, click the Edit button next to the section that needs to be modified. 
	This will return you to the applicable page to make modifications. 
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	Change any of the information as needed. 
	Once you have finished editing the information, click Next to return to the Account Manager Summary page. 
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	If you need to return to the Account Manager Login Information page, click Previous. 
	If you need to cancel the account setup, click Cancel. 
	To submit your information, click Submit Account Setup. 
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	The system will display a Thank You page with instructions for your next steps after successful Account Setup. 
	Click the Workers’ Compensation Medicare Set-Aside Welcome Page link to return to the Welcome page. 
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	At this point, you will have successfully setup the account and registered yourself as the Account Manager. 
	As the Account Manager, you control the administration of the WCMSAP account. 
	Upon completion of all information for the account setup, an e-mail notification will be sent to you. 
	The e-mail will also include a Profile Report, noting all information previously recorded during registration and any additional information provided during the account setup.  
	Contact the EDI Department if you do not receive a Profile Report after 10 business days. 
	The profile report must be reviewed for accuracy then signed and returned to the BCRC. 
	You cannot submit, view, or create cases until the signed Profile Report is received by the BCRC. 
	You will have 60 business days to review, sign, and return the Profile Report to the BCRC. 
	When returning the signed Profile Report via email, use “WCMSAP 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, you must start the registration process from the beginning. 
	After the report has been received by the BCRC, you can login to the account to maintain account and case information, upload and replace documents, submit cases, and manage Designee access. 
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