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Basic Functions
Account Manager

Version 4.8, 4/4/2016
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 POF currently available on: hitp://go.cms.gov/wemsa.

Slide notes

Welcome to the Workers’ Compensation Medicare Set-Aside Portal (WCMSAP) Basic Functions-Account
Manager 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 Closed Captioning [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 for the WCMSAP.

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

* Role of Account Manager

. : Z S
* Basic Functions = e
* Manage account profile —
- i ﬁ
» Designee maintenance '

Slide notes
This course describes the role and the basic functions available to the Account Manager including managing the

account profile and designee maintenance.
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Account Manager - Role

* Established during Account Setup
* One per WCMSAP account

* After they review, sign, and return profile report to the BCRC

Slide notes

Each WCMSAP account must have an assigned Account Manager. The Account Manager is established during the
Account Setup process. Each WCMSAP account can have only one Account Manager.

This is the individual who controls the administration of an organization’s account and manages cases, which
includes managing case access.

The Account Manager is a registered user of the system.

The Account Manager for Representative and Self accounts will have unlimited access to WCMSAP functionality
and cases as soon as the Benefits Coordination & Recovery Center (BCRC) has received their signed profile
report.

For Corporate account types, the Account Manager will only be granted access after the profile report is signed
and returned by the Account Representative.
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Account Manager - Role

Self Corporate Representative
« Submitter is * Account Manager * Account Manager
Account Manager assigned during assigned during
by default Account Setup Account Setup

* Submitter is
Account Manager
by default

Slide notes
The Account Manager for Self account types is, by default, the submitter.

For Corporate and Representative account types, the Account Manager is assigned during the Account Setup
process.

For Representative accounts, the submitter may be the Account Manager, but they have the option to assign the
Account Manager role to another person.
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‘Account Manager - Basic Functions

* Corporate/Representative account types only

* Self account types only

Slide notes

The Account Manager manages the WCMSAP account’s profile information and updates general account
information;

Submits new cases for the WCMSAP account they are associated with;
Can view and update all cases for the WCMSAP account they are associated with;
Can add or replace documentation to a specific case for the account;

Can invite other users to function as Account Designees and can be an Account Designee in another account.
(Account Designees are for Corporate or Representative account types only.);

Can associate an Account Designee to cases;
Can revoke Account Designee’s’ access to cases and/or an entire WCMSAP account;
Can submit a single case, as an Account Manager or as a Representative Payee. (For Self account types only.);

To replace an Account Manager, the Account Representative for Corporate accounts, or the original submitter
for Representative accounts, must contact the Electronic Data interchange (EDI) Department.
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Fus s s

About This Site CMS Links Reference Materials

Welcome to the WCMSAP

This site provides an interface for entry of Workers' Compensation Medicare
Set-Aside Arrangements (WCMSA) proposals. Aftorneys, Medicare
beneficianes, claimants, insurance camers and WCMSA vendors may use this
site 1o enter the case information directly. The site also provides attorneys,
Medicare beneficiaries, claimants, insurance carriers, and WCMSA vendors with
the ability to track their submitted cases and the statuses without inquiry to the
Benefits Coardination & Recovery Center (BCRC) or the Centers for Medicare &
Medicaid Services (CMS).

For information about the availability of auxiliary aids and services, please visit:
htip:/ifwww medicare gov/about-us/nondiscnimination/nondiscrimination-

notice htm

WCMSAP Message
Testing Message Text

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

STEP1 STEP 2

New Registration  mp Account Setup =

(Account ID and PIN required)

@S Workers' Compensation Set-Aside Web Portal COE"E

Contact Us

PinePe) it B vy

Skip Navigation|

Sign into your account

l.]ser Name: )
[ ]

Forgot ID

Password:

[ ]

Forqot Password

Slide notes

To access a WCMSAP account and manage the case submission process, the Account Manager must first

successfully login to the WCMSAP application.
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@S Workers' Compensation Set-Aside Web Portal Cogiﬁ

A Basatth B Wi dery

kip Navigation

About This Site CMS Links Reference Malerials Contact Us

The WCMSAP provides an interface for entry of Workers' Compensation QUICK HELP

Medicare Set-Aside (WCMSA) proposals. You may use this site to enter the Help About This Page
case information directly. The site also provides the ability to track submitied

cases and the statuses without inquiry to the BCRC or CMS. Case Lookup and
View Alert functions are also available. Click the desired link below to perform Account Settings
that function

R WRE S B SO by SN St ik anise e Update Personal Information
Account Settings list
Update Account Information

Jesignee Maintenance
I'd like to...
View Account Ackivity
reate 3 New
; o Change Password
Lase Lookup
View Alerts

Slide notes

After a successful logon, the WCMSAP Home page will display.
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@S Workers' Compensation Set-Aside Web Portal COQ;{&

Bacatey wnd N dvdry

kip Navigation

About This Site CMS Links Reference Malerials Contact Us

The WCMSAP provides an interface for entry of Workers' Compensation QUICK HELP

Medicare Set-Aside (WCMSA) proposals. You may use this site to enter the Help About This Page
case information directly. The site also provides the ability to track submitied

cases and the statuses without inquiry to the BCRC or CMS. Case Lookup and
View Alert functions are also available. Click the desired link below to perform Account Settings
that function

R WRE S B SO by SN St ik anise e Update Personal Information
Account Settings list
Update Account Information

Jesignee Maintenance
I'd like to...
View Account Ackivity
reate 3 New
; o Change Password
Lase Lookup
View Alerts

Slide notes

From this page, the Account Manager can manage cases and manage account access.
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@S Workers' Compensation Set-Aside Web Portal C0§i8

Bty an Mg by

Skip Navigationy

About This Site CMS Links W To Reference Malerials Contact Us

The WCMSAP provides an interface for entry of Workers' Compensation QUICK HELP

Medicare Set-Aside (WCMSA) proposals. You may use this site to enter the Help About This Page
case information directly. The site also provides the ability to track submitied

cases and the statuses without inquiry to the BCRC or CMS. Case Lookup and
View Alert functions are also available. Click the desired link below to perform Account Settings
that function

You may modify Account Settings by clicking the appropriate link under the A B e
Account Settings list et L e
Update Account Information

Designes Malntenance
I'd like to...
View Account Actvity
reate 3 New
; o Change Password
Lase Lookup
View Alerts

Slide notes

Case access is controlled through the Account Settings. Although Account Managers have access to all of the
Account Settings, the focus of this CBT is on Update Account Information and Designee Maintenance.

For more information on the other Account Settings, please see the Login and User Maintenance CBT.
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@S Workers' Compensation Set-Aside Web Portal C0§fj§

Bacatey wnd N dvdry

kip Navigation

About This Site CMS Links W To Reference Malerials Contact Us

The WCMSAP provides an interface for entry of Workers' Compensation QUICK HELP

Medicare Set-Aside (WCMSA) proposals. You may use this site to enter the Help About This Page
case information directly. The site also provides the ability to track submitied

cases and the statuses without inquiry to the BCRC or CMS. Case Lookup and
View Alert functions are also available. Click the desired link below to perform Account Settings
that function

Vot o ALt SemOs Y CRMNFIES SomopRR Ik e Update Personal Information
Account Settings list
ate Account Information

Jesignee Maintenance
I'd like to...
View Account Actvity
reate 3 New
; o Change Password
Lase Lookup
View Alerts

Slide notes

To revise account information, the Account Manager will click the Update Account Information link in the
Account Settings box on the Home page.
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@S Workers' Compensation Set-Aside Web Portal CO{B*R

g (4
Beastas g Bieaviny

About This Ste CMS Links Reference Materials Contact Us

. (=] Print this page
Update Corporate Information
Help Abgut This Page

nay =] o ang I J { th

ay
Account T'_,'|_'€' rpora
Corporate Information Account Representative Information
Employer Identification Number (EIN) gssssess First Name: FIRSTMI:M Last Name

Title: AAAAAAAAAA

Corporate Name: AAAAAAAAAA fitle

Business Mailing Address:

E-Mail Address: AAAAA

Address Line 1. AAAAAAAAAAAA Phone: #88-888. a8

Address Line 2 AA AAAAA Fax: #-fns fasy

Slide notes

When the Update Account Information link is clicked, an Update Information page will display.

The one pictured here, Update Corporate Information page, is what will display for Corporate users. This page
lists the account’s mailing address, and Account Representative contact information.

Please note: The Update Information screens for Representative and Self account types are very similar and
function the same way.
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@S Workers' Compensation Set-Aside Web Portal CO{B*‘R

Beaitin st B auiny

About This Ste CMS Links Reference Materials Contact Us

Update Corporate Information

Help Abgut This Page

S IR RED LY

un 3 nfor chcking on the J { tha 1
Account Type: Corporate
Corporate Information Account Representative Information
Employer Identification Number (EIN). gasssssss First Name FIRSTMI M Last Name

Title: AAAAAARAAAA

Corporate Name
Date of Bith: 28/4s ssas

Business Mailing Address:
- E-Mail Address: AAAAA

Address Line 1. AAAAAAAAAAAL Phone: S8 2us seus ey suss
;‘\ddf’?sfv Line 2 AAAALAAAAL Fax P i i
City

Slide notes

To make any corrections, click the Edit button next to the section that requires revisions to return to that page.

Note: If the Account Manager needs to replace their Account Representative with another person, they may do
so by editing the Account Representative Information page.
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@S Workers' Compensation Set-Aside Web Portal COB:R

About This Ste CMS Links Reference Materials Contact Us

Corporate Information

An astensk (*) indicates a required field

Employer Identification Number (EIN): * [

Help About This Page

Corporation Name: * |

Business Mailing Address:

Address Line 1. *

Address Line 2

State: *

|
|
ciy | )
[
|

Zip Code *

[ Previous | (Next] [ Cancel

Slide notes

Change or correct any of the information as needed.
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@S Workers' Compensation Set-Aside Web Portal COB:R

About This Ste CMS Links Reference Materials Contact Us

Corporate Information

An astensk (*) indicates a required field

Employer Identification Number (EIN). * |

Help Aboul This Page

Corporation Name: * |

Business Mailing Address:

Address Line 1. *

Address Line 2

State

I
l
City: * ] ]
l
|

Zip Code *

[ Previous | (Next] [ Cancel

Slide notes

Once all corrections have been made, click Next at the bottom of the page to navigate back to the Update
Corporate Information page.
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About This Ste CMS Links

Update Corporate Information

@S Workers' Compensation Set-Aside Web Portal COCB*‘R

e n gt
Baaitin bl W by

Reference Materials Contact Us

! 1:
= Print this page

You may @

dit tha ar
21l Ine

T OU may not char

Account Type

Corporate

Corporate Information

Employer Identification Number (EIN). &

Corporate Name, AAAAAAAAALAL

Business Mailing Address:

Address Line 1. AAAAAAAAAAAA
Address Line 2: AAAAAAAAAA
City

State AAAAAAAALA

le Code sepss

fesentatne nformation

Account Representative Information

First Name: FIRSTMIM Last Name
Title AAAAAARAAL

Date of Binth: 2848 suss

E-Mail Address: AAAAAAAAA

Phone: 282 2ds guud  ayi sdes

Fax: #-fns fasy

b rliclan s tha Edit Biitt fibhat cartin
by clicking on the Edit button of that sectior

Help Abgut This Page

Slide notes

After you have returned to the Update Information page, click the Next button.
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About This Ste

Update Corporate Information

Reference Materials

You may @
You may not char

At tha as
il fne al

Account Type

Corporate

Corporate Information

Employer Identification Number (EIN). &

Corporate Name, AAAAAAAAALAL

Business Mailing Address:

Address Line 1. AAAAAAAAAAAA
Address Line 2: AAAAAALAAA
Gty AAAAAAAAAAAAN

State: AAAAAAAAAA

e e | s tha [
ation by chcking on the E

@S Workers' Compensation Set-Aside Web Portal

Contact Us

! 1:
= Print this page

At a1 y of that carthin
dit button of that sectior

Account Representative Information

First Name: FIRSTMI

Title: AAAAAAAAAA

M Last Name

Date of Bith: s8/is ssss

E-Mail Address: AAAAA

Phone: 28 s guuy

Fax: #-fns fasy

COBR

e ot
Beaitin anl Bbe ey

Help Abgut This Page

Slide notes

The system will display a warning message when a change is made to the WCMSAP account information
indicating that the updated information will be used for all future official communications.
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About This Sie

CMS Links

Corporate Information Update Confirmation

@S Workers' Compensation Set-Aside Web Portal coﬁiﬁ

Reference Materaks Contact Us

-
= Print this page

Your corporate information
Account Type: Corporate

Corporate Information

E.’T‘Ipm"e[ |dentification Number (EIN); geesssses

Corporate Mame: AAAAAAAAAAAA
Business Mailing Address

Address Line 1° AAAAAAALAALA
Address Line 2. AAAAAAALAL

State AAAAAAAAAA

le Code: gesas

Return to Home

has been updated. Print this page for your re

Beaitin s B aviry

Skip Navigation

Halp About This Page

Account Representative Information

First Name: FIRSTMI-M Last Name: LAST

Title: AAAAAAA

Date of Binth: ##/2

E-Mail Address: AAAAAARARA
Phone sss.ges sesd  axt suss

Fax: Bis-did. e

Slide notes

Next, the system will display the Corporate Information Update Confirmation page, showing the updated

information.
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@S Workers' Compensation Set-Aside Web Portal CO{B*‘R

Beaitin s B aviry

Skip Navigation

About This Site CMS Links

Reference Materaks Contact Us

Corporate Information Update Confirmation

Halp Abgut This Page
Your corporate information has been updated, Pnnl this page for your records

Account Type: Corporate

i . Yansaia B ati
Corporate Information Account Representative Information
t N RETR-M | Mamea | AST
Employer Identification Number (EIN): sesgessss First Name STMIEM Last Name: L/
Title: AAAAAAAAAA
Corporate Mame: AAAAAAAAALAAL ite

Date of Birth; #4/g4/suss

Business Mailing Address E-Mail Address: AAAAAAAAAA

Phone sss.ges sesd  axt suss
Address Line 1: AAAAAAAAAAAA
Fax: sfsstin. i
Address Line 2. AAAAAALA
State: AAAAAAAAAA

Z:p Code: gssss

Return to Home

Slide notes

With the exception of a modification to an e-mail address, the system will send an e-mail to the Account
Manager, indicating that the account information has been changed.

Included in the e-mail notification will be a profile report.

The Account Manager will be instructed to notify the BCRC if they did not initiate the update.
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@S Workers' Compensation Set-Aside Web Portal COCB*‘R

g (4
Bpasrtas g Bieaviny

Skip Navigation

About This Sie CMS Links ; Reference Materials Contact Us

Corporate Information Update Confirmation = Bxint this page

Halp About This Page

Your corporate information has been updated, Pnint this page for your records

Account Type: Corporate

Corporate Information Account Representative Information

t M HOET LA M | Maia: 1 AOY
Employer Identification Number (EIN): gesssssss First Name STMIEM Last Name: L/

Title- £
Corporate Mame: AAAAAAAAAAAA

Date of Bith; s#)/ g8/ suss

Business Mailing Address: E-Mail Address: AAAAAAAAAA

Phone axt. #uss

Address Line 1

" Fax
Address Line 2. AAAAAALAAAL

- ARA AR A .
l‘_,|[':,-

State AAAAAAAAAA

le Code: gesas

Return to Home

Slide notes

Click the Return to Home button to return to the WCMSAP Home page.
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Update Account Information

* When e-mail address has been changed:
= System sends e-mail to old e-mail address
= E-mail recipient is instructed to
o Click on link to proceed if they initiated change

e Not click link and notify BCRC if they did not initiate change

= |f recipient clicks link, e-mail is sent to new address

Slide notes

When an e-mail address has been changed, the system will: Send an e-mail to the old e-mail address stating that
an e-mail address change has been requested.

The e-mail recipient will be instructed to click on a link to proceed with the change, but only if they initiated the
change.

The recipient will be instructed not to click the link and to notify the BCRC if they did not initiate the e-mail
address change. If the recipient clicks the link, an e-mail reflecting the change will then be sent to the new e-

mail address.
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- Designhee Maintenance

Add Account Designee

Edit information for
unregistered Account
Designee

Regenerate invitation
e-mail for Account Delete Account Designee

Designee’s registration

Slide notes

For Corporate and Representative accounts, the Account Manager may designate one or more Account
Designees to assist with case submission and management.

The Account Manager can perform the following Designee Maintenance functions:

Add an Account Designee, Edit information for an unregistered Account Designee, Regenerate an invitation e-
mail with a token link for an Account Designee’s registration, and Delete an Account Designee.

Note: You can also change an Account Designee into an Account Manager by calling your EDI Representative.
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@S Workers' Compensation Set-Aside Web Portal C0§fj§

Bacatey wnd N dvdry

kip Navigation

About This Site CMS Links W To Reference Malerials Contact Us

The WCMSAP provides an interface for entry of Workers' Compensation QUICK HELP

Medicare Set-Aside (WCMSA) proposals. You may use this site to enter the Help About This Page
case information directly. The site also provides the ability to track submitied

cases and the statuses without inquiry to the BCRC or CMS. Case Lookup and
View Alert functions are also available. Click the desired link below to perform Account Settings
that function

Vot o ALt SemOs Y CRMNFIES SomopRR Ik e Update Personal Information
Account Settings list
ate Account Information

Jesignee Maintenance
I'd like to...
View Account Actvity
reate 3 New
; o Change Password
Lase Lookup
View Alerts

Slide notes

To manage Account Designees, the Account Manager will click the Designee Maintenance link from the Account
Settings menu.
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@S Workers' Compensation Set-Aside Web Portal CO%

About This Site CMS Links How To Reference Materials Contact Us

Designee Listing

nges to the account of a particular Designee listed, select the link on the individual's last nam
to f the in e the Add a Designee function to inc
e an that they have been invited to be a designee for the account
Delete Last Name First Name E-mail Address Passphrase Status
x !Eq]’ IS8T AAAALAAABAAA AAAAAAL ;.r‘l'l\ji."-_:

[ Add a Designee ][ Retum Home

Slide notes

The Designee Listing page will display. All Designees and their associated statuses (Pending, Active, Locked,
Expired, Revoked) will be listed.
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@S Workers' Compensation Set-Aside Web Portal CO%

About This Site CMS Links How To Reference Materials Contact Us

Designee Listing

nges to the account of a particular Designee listed, select the link on the individual's last nam
to f the in e the Add a Designee function to inc
e an that they have been invited to be a designee for the account
Delete Last Name First Name E-mail Address Passphrase Status
x !Eq]’ IS8T AAAALAAABAAA AAAAAAL ;.r‘l'l\ji."-_:

[ Add a Designee ][ Retum Home

Slide notes

To add a potential Account Designee, the Account Manager must first invite them. To initiate this process, click
Add a Designee.

Page 25 of 54



Basic Functions — Account Manager Monday, April 4, 2016

Slide 26 - of 54

@S Workers' Compensation Set-Aside Web Portal CO%

About This Site CMS Links Reference Materials Contact Us

Designee Information

ress of a potential designee To cancel and return

Designee E-mail Address: ™ | |

Re-enter Designee E-mail Address: * | |

Slide notes

The Designee Information page displays.
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@S Workers' Compensation Set-Aside Web Portal COEiR

About This Sie CMS Links Reference Materials Contact Us

Designee Information

Designee E-mail Address: ™ | |

Re-enter Designee E-mail Address: * | |

Slide notes

The Account Manager will enter and re-enter the e-mail address of the Account Designee they wish to invite and
then click Next to continue.
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@S Workers' Compensation Set-Aside Web Portal

About This Site

CMS Links Reference Materials Contact Us

Designee Information

dress of a potential designee To cancel and retum

Designee E-mail Address: ™ | |

Re-enter Designee E-mail Address

COBR

Beaitin s B aviry

Slide notes
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Designee Maintenance

+ System verifies that e-mail is not in the database for existing user

* Existing user can be an Account Designee as long as

= They are not registered as Account Representative for any Account ID
= Are not the Account Manager for the same Account ID

Slide notes

When Next is clicked, the system will verify that the entered e-mail address is not in the database for an existing
user.

An existing, registered user can be an Account Designee for your Account ID as long as they are not already
registered as an Account Representative for any Account ID, or the Account Manager for the same Account ID.
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@S Workers' Compensation Set-Aside Web Portal COB:R

About This Sie CMS Links Reference Materials Conlact Us

Designee Invitation

ccess the Account information by logaing into the WCMSAP Secure Website. VWhen the

Cancel | Previous I

Slide notes

If the entered e-mail address is found in the system (i.e., the invited Account Designee is already a registered
user), the Designee Invitation page displays.

The Account Manager must verify and confirm that the information entered is for the correct Designee by
clicking Next.
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Cimprgimpions o
Bpasrtas gt Bieaviny

Skip Navigation

About This Ste CMS Links Reference Materials Contact Us

Designee Confirmation

Designee First Name:FIRST

Designee Last Name

Designee Email AAAAAAAAAA

[ Retun Home | |Next]

Slide notes

The Designee Confirmation page will display. This page confirms that the invited Designee has been added to
the account. The Designee will be sent an e-mail notifying them that they have been added to the Account ID.
Click Next to continue.
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@S Workers' Compensation Set-Aside Web Portal COCB*‘R
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About This Site

CMS Links

kip Navigation
How To Reference Materials Contact Us

Designee Listing

This page prowides the Designee(s) information for the indmd

can only make changes

to a penting Uesignee. Unce the
[ e ol - Tals] salra ~ == M - = ailalgTzTr frrmm 1
Wianager cannot make changes to the Designee informatio

10 make

changes to the account of a particular Desi

2 listed, select the

2d. select the hink on the indmdual's las
the De to the left of tt Use the Add a Designee function to in
added as recene a

m that they have been invited to be a designes

Delete Last Name First Name E-mail Address Passphrase Status

| AddaDesignee || Retum Home

Slide notes

The Designee Listing page will re-display. The new Designee will be listed with an “Active” Status
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About This Ste CMS Links Reference Materials Contact Us

Designee Invitation

Designee First Name: * |

Designee Last Name

|
|
Passphrase: * | ]
|

Re-enter Passphrase * [

Cancel ” Previous

Slide notes

If the Designee that is being invited is not a registered user (i.e., the entered e-mail address is NOT found in the
system), the Designee Invitation page will display.

Page 33 of 54



Basic Functions — Account Manager Monday, April 4, 2016

Slide 34 - of 54

@S Workers' Compensation Set-Aside Web Portal COB&R

Skip Navigation
About This Sie CMS Links How To Reference Materials Contact Us

Designee Invitation

Designee First Name: * |

Designee Last Name

|
|
Passphrase: * | |
|

Re-enter Passphrase: ™ |

phrase entry screen, the action will be terminated and the Designee will not be added to the account

Cancel[ Previous

Slide notes

Unregistered individuals must first be invited to be an Account Designee before they can become an Account
Designee.

When the Designee Invitation page displays, the Account Manager must enter the First and Last Name for the
individual they are inviting to be an Account Designee, and create a Passphrase (a short, case-sensitive phrase,
up to 30 characters). The Passphrase is entered twice.

The Account Manager must contact their Account Designee and provide them with the Passphrase. The Account
Designee will need this passphrase in order to register.
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Designee Maintenance

* Individual being invited as Account Designee will receive an
e-mail notifying them of invitaion

* |nvitation e-mail will come from cobva@ghimedicare.com

= Account Manager should inform Designee to allow e-mail deliveries
from this address
* When Account Designee receives invitation e-mail, they must
click on the link provided and enter Passphrase

* Once registration is complete, they will be able to access this
Account ID

Slide notes

Once the invitation process is complete, the individual being invited as an Account Designee will receive an e-
mail notifying them that they have been invited to be an Account Designee for the account.

The invitation e-mail will come from cobva@ghimedicare.com. The Account Manager should inform the
Designee to allow e-mail deliveries from this address.

When the Account Designee receives the invitation e-mail, they must click on the link provided in the e-mail and
enter the Passphrase that the Account Manager provided them with in order to successfully register for the
WCMSAP.

Once the registration has been completed, they will be able to access this Account ID.
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= e i S

About This Sie CMS Links

Designee Invitation

Reference Materials

An astensk (") indicates a required feld

Please prowide the name and a pass-phrase for the designee

o enter dunng the reqistration process

=

Designee First Name

Designee Last Name: *

Passphrase; "

Re-enter Passphrase * |

|
|
l
|

When the user clicks Next they

clicks the Previous t

phrase entry screen, the action w

[(Cancel ] [ Previous | [Neat]

will be taken to a co

ton, they will be taken to

site will be sent to the prowded E-Mail Address

nated and the Designee w

@S Workers’ Compensation Set-Aside Web Portal

nfirmation page stating that an invtation e-mail notifying Jane D

clirke Canral f
CKS I

COBR

Basahin o8 Baeaviy

oe lo register on the

g

Slide notes

Click Next to continue.
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@S Workers' Compensation Set-Aside Web Portal COQLR

About This Ste CMS Links How To Reference Materials Contact Us

Designee Confirmation

Designee First Name:F|R

Designee Last Name

Designee Email AAAAAAAAAA

| Retun Home | |Next|

Slide notes

The Designee Confirmation page will display. Click Next to continue.
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o s

@S Workers' Compensation Set-Aside Web Portal

About This Site

CMS Links How To Reference Materials Contact Us

Designee Listing

This page prowides the Designee(s) information for the indmd

can only make changes

to a pending Uesignee. Unce t
[ e ol - Tals] salra ~ == M - = ailalgTzTr frrmm 1
Wianager cannot make changes to the Designee informatio

10 make

changes to the account of a particular Desi

2 listed, select the

2d. select the hink on the indmdual's las
the De to the left of tt Use the Add a Designee function to in
added as recene a

m that they have been invted to be :

Delete Last Name First Name E-mail Address Passphrase

| AddaDesignee || Retum Home

COBR

e n g
Baaitin bl B by

Slide notes

The Designee Listing page re-displays. The new Account Designee is listed with a status of “Pending.”
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Edit Information for an Unregistered Account Designee

* Account Manager can edit personal information for “Pending”
Account Designees
* Have not yet registered on WCMSAP

* Account Manager can only view personal information for “Active”
Account Designees

» Cannot make changes to Account Designee’s information other than
deleting them from the account

Slide notes
An Account Manager can edit personal information for Account Designees in “Pending” status.

Account Designees in “Pending” status have not yet registered on the WCMSAP. Account Managers can only
view personal information for Designees in “Active” status.

Once the Designee has registered and has a Login ID, the Account Manager cannot make changes to the Account
Designee's information other than deleting the Account Designee from the account.
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@S Workers' Compensation Set-Aside Web Portal COEiR

About This Site CMS Links

Reference Materials Contact Us

Designee Listing

cular Designee listed, select the ink on

the indmdual's last name, To delete a Desi

1 e the Add a Designee function to
adi that ‘.|‘:-_-_‘ have been invited to be a designes for the ac
Delete Last Name First Name E-mail Address Passphrase Status
X
X  lAST

[ Add a Designee ][ Retum Home

Slide notes

To make changes to the account of a particular Account Designee in “Pending” status, click the last name of the
Designee whose information you wish to update.
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@S Workers' Compensation Set-Aside Web Portal COC%

About This Sie CMS Links Reference Materials Contact Us

Update Designee Information

ease click the Next’ button to check the E-Mail Address of a potential designee. To cancel and retum

the Designee Listing page, click the Previous’ button

An astensk (*) indicates a required field. We ask for the e-mail address to venfy if the person is cumently a r d user
First Name: * [F|R$T |
Last Mame: * [L_AST ]
E-mail Address: " [AAAAAAAAAA |

Re-enter E-mail Address: * [AAAAAAAAAA |

Passphrase: * [AAAAAAA |
Re-enter Passphrase:* IW l
Regenerate token. Check this box if another imatation email must be sent to the Designee

Slide notes

The Update Designee Information page displays, with the Designee’s personal information open for editing. Edit
the “Pending” Account Designee’s information as needed. Click Next to continue.
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@S Workers' Compensation Set-Aside Web Portal COCB*‘R

e n g
Baaitin bl B by

About This Site

CMS Links

kip Navigation
How To Reference Materials Contact Us

Designee Listing

This page prowides the Designee(s) information for the indmd

can only make changes

to a penting Uesignee. Unce the
[ e ol - Tals] salra ~ == M - = ailalgTzTr frrmm 1
Wianager cannot make changes to the Designee informatio

10 make

changes to the account of a particular Desi

2 listed, select the

2d. select the hink on the indmdual's las
the De to the left of tt Use the Add a Designee function to in
added as recene a

m that they have been invited to be a designes

Delete Last Name First Name E-mail Address Passphrase Status

| AddaDesignee || Retum Home

Slide notes

The Designee Listing page re-displays and the Designee’s personal information will be updated
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Regenerate Invitation E-mail

* E-mail is generated when Account Manager invites Account
Designee

* Includes link for self-registration

* |f Account Designee misplaces/deletes e-mail or has not
registered within 30 days

= Account Manager can regenerate e-mail
> Only for Account Designees in “Pending” status

* Previous token link will not work once new e-mail is
generated

* E-mail will come from cobva@ghimedicare.com

Slide notes

When the Account Manager invites a person to be an Account Designee, an e-mail is generated and sent to the
intended Designee informing them of the invitation, and includes a link for them to access the WCMSAP site and
self-register as an Account Designee.

If the intended Designee has misplaced or deleted the invitation e-mail, or if the Account Designee has not
registered within 30 days, the Account Manager can regenerate the invitation e-mail, allowing the intended
Account Designee to self-register.

The previously-generated link will not work once a new e-mail is generated. Invitation e-mails can only be
regenerated for Account Designees in “Pending” status. The e-mail will come from cobva@ghimedicare.com.
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@S Workers' Compensation Set-Aside Web Portal COCB*‘R

e n g
Baaitin bl B by

About This Site

CMS Links

kip Navigati
How To Reference Materials Contact Us

Designee Listing

This page prowides the Designee(s) information for the indmd

can only make changes

to a penting Uesignee. Unce the
[ e ol - Tals] salra ~ == M - = ailalgTzTr frrmm 1
Wianager cannot make changes to the Designee informatio

10 make

changes to the account of a particular Desi

2 listed, select the

2d. select the hink on the indmdual's las
the De to the left of tt Use the Add a Designee function to in
added as recene a

m that they have been invited to be a designes

Delete Last Name First Name E-mail Address Passphrase Status

| AddaDesignee || Retum Home

Slide notes

On the Designee Listing page, click the last name of the Designee that needs the e-mail regenerated.
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@S Workers' Compensation Set-Aside Web Portal cogi_ﬂ

About This Sie CMS Links Reference Materials Contact Us

Update Designee Information

lease click the Next' button to check the E-Mail Address of a potential design To cancel and retur
to the Designee Listing page, chick the Previous’ button
An astensk (*) indicates a required field. We ask for the e-mail address to venfy if the person is currently a registered user

First Name: * [F|R$T |

Last Mame: * [L_AST ]

E-mail Address: * [AAAAAARAAA |

Re-enter E-mail Address: * [AAAAAAAAAA |

Passphrase: *

AAAAAAA |

Re-enter Passphrase:* IW l

Regenerate token. Check this box if another imatation email must be sent to

tha Naci A
ine Uesignee

Slide notes

The Update Designee Information page displays, with the Designee’s personal information open for editing.
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@S Workers' Compensation Set-Aside Web Portal COCB“"R

e in i
Baastin bl B by

My

About This Sie CMS Links Reference Materals Contact Us

Update Designee Information

Please click the Mext' button to check the E an To cancel and retumn
to the Designee Listing page, click the Previous’ button
An astensk (*) indicates a required field. We ask for the e-mail address to venfy if the person is currently a registered user

First Name: * IF|R$T |

Last Name: * [[_AST [

E-mail Address: * [AAAAAARAAA |

Re-enter E-mail Address: * [AAAAAAAAAA |

Passphrase: * |AAAAAAA |

Re-enter Passphrase:* IW l

Regenerate token. Check this box if another imatation email must be sent to the Designee

Slide notes

Select the Regenerate token check box beneath the Designee’s personal information and then click Next.
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@S Workers' Compensation Set-Aside Web Portal CO(B&R

e n g
________________ Bpasrtas g Bieaviny

About This Site CMS Links

Reference Materials Contact Us

Designee Listing

IV as I1o th t
An | D. th
To make changes to the account of a particular Designee listed, select the link on the indmdual's last name, To delete a Designee se
the Delete func ft of the inc he Add a Designee function i ndmidus
3 iasd e an e that ‘.|"-_-_‘ have been invited to be a de signee for the ac
Delete Last Name First Name E-mail Address Passphrase Status
X
X LAST

[ Add a Designee ][ Retum Home

Slide notes

The Designee Listing page re-displays, with the Designee’s information unchanged. However, the system re-
generates the invitation e-mail and sends it to the e-mail address registered for the Account Designee.
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My

@S Workers' Compensation Set-Aside Web Portal COCB“"R

e n g
B B

About This Site CMS Links

How To Reference Materials Contact Us

Designee Listing

This page prowdes the Designee

(s) information for the indmduals you

An Account ."':_'1r|3"_5r',-.' can only make changes to a pending Designee. Once the De

5 to the Designee information other than delet ng the ['es@*e; from the account

Manager cannot make change

oqin ID. the Accoumt

g listed, select the link on the indmdual’s last name, To delete a Designee select

Use the Add a Designee function to in

ing them that they have been invited lo be a d

Delete Last Name First Name

X

X LAST

E-mail Address Passphrase Status

Pending

| AddaDesignee || Retum Home

Slide notes

To delete an Account Designee, click the X button next to the individual’s name
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@S Workers' Compensation Set-Aside Web Portal COB:R

ot of
Desetay ot B vy

Skip Navigation|

About This Site CMS Links 0 Reference Materials Contact Us

Delete Designee Confirmation

Help About This Page

Please click on the Continue button to confirm your delete request for this Account Designee. This will remove the individual
from this Account ID only. The Designee will no longer have access to this Account 1D but will retain access to any other
accounts to which they are currently associaled

Click on the Cancel button to retumn to the Designee Listing page without deleting this Account Designee.

Designee First Name: S
Designee Last Name; S

Designee E-Mail: —— e

_Cam:el Continue i

Slide notes

The Delete Designee Confirmation page will display.
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@S Workers' Compensation Set-Aside Web Portal COB:R

ot of
Desetay ot B vy

Skip Navigation|

About This Site CMS Links Reference Materials Contact Us

Delete Designee Confirmation

Help About This Page

Please click on the Continue button to confirm your delete request for this Account Designee. This will remove the individual
from this Account ID only. The Designee will no longer have access to this Account 1D but will retain access to any other
accounts to which they are currently associaled

Click on the Cancel button to retumn to the Designee Listing page without deleting this Account Designee.

Designee First Name: S
Designee Last Name: S

Designee E-Mail: - -

cancel || continue

Slide notes

If the Account Manager does not want to delete this Account Designee, they will click the Cancel button to
return to the Designee Listing page which will show the Account Designee still listed with their status unchanged.
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@S Workers' Compensation Set-Aside Web Portal COB:R

ot of
Desetay ot B vy

Skip Navigation|

About This Site CMS Links 0 Reference Materials Contact Us

Delete Designee Confirmation

Help About This Page

Please click on the Continue button to confirm your delete request for this Account Designee. This will remove the individual
from this Account ID only. The Designee will no longer have access to this Account 1D but will retain access to any other
accounts to which they are currently associaled

Click on the Cancel button to retumn to the Designee Listing page without deleting this Account Designee.

Designee First Name: S
Designee Last Name: S

Designee E-Mail: —— e - =

._Canr.el Comin_ue_ |

Slide notes

If the Account Manager does want to delete this Account Designee from the WCMSAP account, they will click the
Continue button.
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Beaitin s B aviry

@S Workers' Compensation Set-Aside Web Portal CO(B%RI

About This Site CMS Links Reference Materials Contact Us

Designee Listing

nt ke chan i 3 d 3 th
danag ann the De e

ma I ] N 3 part ar Desi od he i a 3 an 3

ti of the in e the Add a Designee function to include an indmdual as a designee

added as des gnees will recene ar e-mail notrh, .-;:':...-- that " have been inwled to be a designee for the account
Delete Last Name First Name E-mail Address Passphrase Status

X

X LAST

[ Add a Designee ] [ Retum Home

Slide notes

This removes the Account Designee from this Account ID only. The deleted individual will no longer have access
to this WCMSAP account.

However, the Account Designee will retain access to any other Account ID they are currently associated with.
The Designee Listing page redisplays without the Account Designee who was just deleted.

Page 52 of 54



Basic Functions — Account Manager Monday, April 4, 2016

Slide 53 - of 54

COB:R

Coordinalion of
Banaiits and Recovery

u have completed the Basic Functions - Account
Manager 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/userMan

ual/WCMSAUserManual.pdf.

Slide notes

You have completed the Basic Functions - Account Manager 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

Coordinalion of
Benaiits and Recovery

u have any questions or feedback on this material,
j please go to the following URL:
ttps://www.surveymonkey.com/s/WCMSAPTraining.

Slide notes

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