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Coordination of
Baonafits and Recovery

Workers’ Compensation Medicare Set-Aside
Portal (WCMSAP)

Account Setup
Corporate Account

Version 5.5, 07/02/2018
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) Account Setup course.

Note: This module is intended for corporate WCMSAP account users. A corporate account indicates that the
submitter is a corporate entity with an Employer Identification Number (EIN) and will be regularly submitting
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 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:
CMS Home Page.
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Course Overview

* Account Setup Process

= Establish Account m—
 Establish Login Identification e
(ID)/Password -
ﬁ
#

* Next Steps 4

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

* Corporate entity must identify Account Manager
* Account Manager completes Account Setup as long as

= Corporate entity has completed New Registration step

» Authorized Representative has received mailing from Benefits Coordination and
Recovery Center (BCRC) containing

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

Slide notes

To begin, the corporate entity must identify their Account Manager. The Account Manager is responsible for
completing the Account Setup.

The Account Manager may initiate the Account Setup if the corporate entity has already completed the New
Registration step and their Authorized Representative has already received a mailing from the Benefits
Coordination and Recovery Center (BCRC) containing the Personal Identification Number (PIN) and Account
ID/Submitter ID.

The Account Manager will need this information to complete the Account Setup.
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Getting Started

* Account Manager
* Information recorded during Account Setup

Only one for each WCMSAP account
Controls the administration of the account
Manages the overall process

May choose to manage the entire account or invite other employees to
assist in the process

* Electronic Data Interchange (EDI) Representative
* Handles reassignment of Account Manager, if needed

Slide notes

During Account Setup, information for the corporate entities’ Account Manager will be recorded. Each WCMSAP
account can only have one Account Manager.

This is the individual who controls the administration of the account and manages the overall process.

The Account Manager may choose to manage the entire account or may invite other company employees to
assist in this process.

For more information on the Account Manager’s role, please see the Basic Functions for Account Managers CBT.

Note: An Electronic Data Interchange (EDI) Representative will handle the reassignment of an Account Manager
if an Account Manager needs to be changed for an account.
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Login Warning :_-’ .

ylal 5 [

UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM IS PROHIBITED BY LAW

This waming banner provides privacy and security notices consistent with applicable federal laws, directives, and other federal
guidance for accessing this Government system, which includes: (1) this computer network. (2) all computers connected to this
network. and (3) all devices and storage media attached to this network or te a computer on this network. This system is provided for
Govemnmeant-authonzed use only.

Unauthorized or improper use of this system is prohibited and may result in disciplinary action andfor civil and criminal penalties

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

By using this system, you understand and consent to the following

*You have no reasonable expectation of privacy regarding any communication or data transiting or stored on this system

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

*Any communication or data transiting or stored on this system may be disclosed or used for any lawful Govermnment purposes

http- /iweae cms hbs gowAbout-CMS/Agency-Information/Aboutwebsite/Security-Protocols htmil

Privacy Act Statement
The cellection of this information is authonzed by 42 U.S . C. 1395y(bX5). The information collected will be used to identify and recover

past mistaken Medicare primary paymaents and to prevent Medicare from making mistakes in the future for those Medicare Secondary
Payer situations that continue to exst.

Attestation of Information

I have submitted all relevant information obtained and/or have knowledge of regarding this claimant, that was generated at any time
an or after the Date of Incident {(DO1) for the alleged accident/illness/injuryincident at issue, and has been included as part of this
submission of the proposed amount for this WCMSA to the Centers for Medicare & Medicaid Servdces

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

LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this waming
| Accapt
Decling

! A Privacy Act system of records is a group of any records about individuals and under the contral of any Federal agency from which
information is rerieved by the name or other personal identifier of the ind

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: WCMSA Portal.
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Login Warning L L Y

UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM IS PROHIBITED BY LAW

This waming banner provides privacy and security notices consistent with applicable federal laws, directives, and other federal
guidance for accessing this Government system. which includes: (1) this computer network. (2) all computers connected to this
network. and (3) all devices and storage media attached to this network or te a computer on this network. This system is provided for
Govemnmeant-authonzed use only.

Unauthorized or improper use of this system is prohibited and may result in disciplinary action andfor civil and criminal penalties

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

By using this system, you understand and consent to the following

*You have no reasonable expectation of privacy regarding any communication or data transiting or stored on this system

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

*Any communication or data transiting or stored on this system may be disclosed or used for any lawful Govermnment purposes

http- ffwane cms hhs gowAbout-CMS/Agency-Information/Aboutwebsite/Security-Protocols htmi

FPrivacy Act Stalement

The collection of this infermation is authonzed by 42 U.S C. 1395y(b}5). 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
Fayer situations that continue o exist

Attestation of Information

I have submitted all relevant information obtained and/or have knowledge of regarding this claimant, that was generated at any time
on or after the Date of Incident (DO1) for the alleged accidentfillness/injuny/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 s complete, truthful, accurate, and meets all requirements set forth to use this process; and, | have read
and understand all of the Centers for Medicare & Medicaid Services information at Workers Compensation Agency Service

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

L Accapt

Decling

! A Privacy Act system of records is a group of any records about individuals and under the contral of any Federal agency from which
infarmation is retrieved by the name or other personal identifier of the individual

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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Login Warning )

UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM IS PROHIBITED BY LAW

This waming banner provides privacy and security notices consistent with applicable federal laws, directives, and other federal
guidance for accessing this Government system. which includes: (1) this computer network. (2) all computers connected to this
network. and (3) all devices and storage media attached to this network or te a computer on this network. This system is provided for
Govemnmeant-authonzed use only.

Unauthorized or improper use of this system is prohibited and may result in disciplinary action andfor civil and criminal penalties

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

By using this system, you understand and consent to the following

*You have no reasonable expectation of privacy regarding any communication or data transiting or stored on this system

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

*Any communication or data transiting or stored on this system may be disclosed or used for any lawful Govermnment purposes

http- ffwane cms hhs gowAbout-CMS/Agency-Information/Aboutwebsite/Security-Protocols htmi

Privacy Act Statement

The collection of this infermation is authonzed by 42 U.S C. 1395y(b}5). 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 o exist

Attestation of Information

I have submitted all relevant information obtained and/or have knowledge of regarding this claimant, that was generated at any time
on or after the Date of Incident (DO1) for the alleged accidentfillness/injuny/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 s complete, truthful, accurate, and meets all requirements set forth to use this process; and, | have read
and understand all of the Centers for Medicare & Medicaid Services information at Workers Compensation Agency Services

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

L Accapt
Racline

! A Privacy Act system of records is a group of any records about individuals and under the contral of any Federal agency from which
infarmation is retrieved by the name or other personal identifier of the individual

Slide notes

You must review the DUA and click the | 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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About Ths :3 C How To.

Welcome to the WCMSAP

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

For information about the availability of auxiliary aids and services, please visit:

hitp ffaaw medicare goviabout-usinondiscrimination/nondse nmination-
notice biml

WCMSAP Message

Testing Message Text

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

STEP 1 STEP 2

New Registration mp Account Setup =

{Account ID and PIN required)

(ER}]E_. Workers' Compensation Set-Aside Web Portal comB_f_E

Bartion, st M ssury

Sign into your account

User Namae:

Eorgat 10
Password:
[ |

Eoraot Password

|I Login .|-Clear |

Slide notes

Once you have clicked on the | Accept link, you will be brought to the Login (Welcome) page.
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About Ths :3 C How To.

Welcome to the WCMSAP

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

For information about the availability of auxiliary aids and services, please visit:

hitp ffaaw medicare goviabout-usinondiscrimination/nondse nmination-
notice biml

WCMSAP Message

Testing Message Text

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

STEP 1 STEP 2

New Registration mp Account Setup =

{Account ID and PIN required)

(ER}]E_. Workers' Compensation Set-Aside Web Portal comB_f_E

Bartion, st M ssury

Sign into your account

User Namae:

Eorgat 10
Password:
[ |

Eoraot Password

|I Login .|-Clear |

Slide notes

To begin this process, your designated Account Manager must click the Account Setup button.
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About This oite CHS Links How To... 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 [Dentification Number (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 wll be

+ Establishing an account for the Submitter, and

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

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

Slide notes

The Account Setup Intro page will display. This page describes the Account Setup process and informs you of
your duties as the Account Manager.
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About This Ste CMS Links How To... 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 [Dentification Number (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 wll be

+ Establishing an account for the Submitter, and

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

Before proceeding it is important to understand the roles of the various WCMSAP users. and their respective responsibilities to ensure the
Submitter accounts are managed corectly. The role of the Account Manager and is descnbed below

Slide notes

Read the introduction, then click Next to continue with the Account Setup process.
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@S Workers' Compensation Set-Aside Web Portal COB:R

e Paratun g Rgcoepry

Skip Navigation

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter the Account [dentification Number (Account ID) and Personal 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 |0 and Password

Help Ahout This Page

An asterisk (*) indicates a required field.

Account ID: * |

Personal Identification Number (PIN): * |

Account Manager's E-Mail Address: *

Re-enter E-Mail Address: *

Previous || Next |

Slide notes

The Account Setup page will display.
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@S Workers’ Compensation Set-Aside Web Portal C0§j1§

Paratun sl Wpceary

Skip Navigation

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter the Account [dentification Number (Account ID) and Personal 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

Help Ahout This Page

creating a Login ID and Password

An asterisk (*) indicates a required field.
Account ID: * l |

Personal Identification Number (PIN): *

Account Manager's E-Mail Address: *

Re-enter E-Mail Address: *

Slide notes

This page requires the Account Manager to enter the Account ID and PIN that were mailed to the corporate
Authorized Representative.

The Account Manager’s e-mail address is also required in order to verify that he/she is an authorized user.
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]
Barstay ara Bac swery

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

Skip Navigation

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter the Account Identification Number (Account ID) and Personal 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 ID and Password Help About This Page

An astenisk (*) indicates a required field.

Account ID: *

[

Personal Identification Number (PIN). *

Account Manager's E-Mail Address: *

Re-enter E-Mail Address: * | |

[P | Ve

Slide notes

When this page is completed, click Next to continue.
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]
Barstay ara Bac swery

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

Skip Navigation

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter the Account Identification Number (Account ID) and Personal 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 ID and Password Help About This Page

An astenisk (*) indicates a required field.

Account ID: *

l

Personal Identification Number (PIN). *

Account Manager's E-Mail Address: *

Re-enter E-Mail Address: * | |

Previous Next

Slide notes

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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]
Barstay ara Bac swery

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

Skip Navigation

About This Site CMS Links Reference Materials Contact Us

Account Setup

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

We also ask for your E-mail address fo 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 ID and Password Help About This Page

An asterisk (*) Indicates a required field

Account ID: *

[

l

Account Manager's E-Mail Address: * | i

Personal Identification Number (PIN). *

Re-enter E-Mall Adaress: * | !

Previous Next

Slide notes

The system will also validate your e-mail address to determine if you already have a Login ID. If the system
detects you are already associated with another WCMSAP account, as either an Account Manager or Account
Designee, the system will prevent you from registering as the Account Manager for this account.
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]
Barstay ara Bac swery

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

Skip Navigation

About This Site CMS Links Reference Materials Contact Us

Account Setup

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

We also ask for your E-mail address fo 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 ID and Password Help About This Page

An asterisk (*) Indicates a required field

Account ID: *

[

l

Account Manager's E-Mail Address: * | i

Personal Identification Number (PIN). *

Re-enter E-Mall Adaress: * | !

Previous Next

Slide notes

Additionally, if the system detects that another user is already registered as the Account Manager for the same
account you are trying to register for, the system will display an error message.

The error message will inform you that you cannot register and it will instruct you to contact the BCRC.
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About Thes Sie CHS Lnks

Reference Matenals Contact Us

Account Setup - Company Information

Corporate Information Account Representative Information

Employer Identification Number (EIN) #7757+ First Name FIRSTMI- I Last Name: LAST
SDT.EOI'FIHOI'! Name AAA F‘h:ng:::;.— Hi4 . S8 et Es

Business Mailing Address:

Address Line 1: AAAAAAAASAAA
Address Line Z: AAAAAAAAAAA
City: AAAAA

State

E|F Code: &84 - #88

| Previous

Slide notes

If the system is able to validate all entered data, the Account Setup - Company Information page will display.
This screen will be pre-filled with the company information entered during the initial Registration process.
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About Thes Sie CHS Lnks

Reference Matenals Contact Us

Account Setup - Company Information

Corporate Information Account Representative Information

Employer Identification Number (EIN) #7757+ First Name FIRSTMI- I Last Name: LAST
Corporation Name: AAAAABALALAA Phone##g - #88 - 8854 axt. 8488

Business Mailing Address:

Address Line 1: AAAAAAAAAAAA
Address Line 2: AAAAAAAAAAAA
City: ABAAAAAAAAAA

State

Eii: Code: &##88

| Previous

Slide notes

Review the listed information. If any of this information is incorrect, contact an EDI Representative to have it
corrected. Click Next to continue.
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@S Workers’ Compensation Set-Aside Web Portal CQB&R

i Bt a0l Ry

Skip Navigation

Aboul This Site CMS Links 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: * | | ME[T ] LastName: * [}

Phone: * | | H |- ext.|

E-mall Address: * |

Mailing Address:

Address Line 1 *

Address Line 2: [_

City: * |OWINGS MILLS

State: * Maryland v

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

Slide notes

The Account Manager Personal Information page will display. The information entered on this page is required
for subsequent communications. All fields denoted by an asterisk (*) are required.
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@S Workers’ Compensation Set-Aside Web Portal CQB&R

i Bt a0l Ry

Skip Navigation

Aboul This Site CMS Links 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: * | ] ME[T ] LastName: <[}

Phone: * | | H |- ext.|

E-mall Address: * |

Mailing Address:

Address Line 1 *

Address Line Z: [

City: * |OWINGS MILLS

State: * Maryland v

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

Slide notes

The e-mail Address field will be populated with the Account Manager e-mail address that was entered on the
Account Setup page.
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@S Workers’ Compensation Set-Aside Web Portal CQB&R

—— Bkt o My

Skip Navigation

Aboul This Site CMS Links glerence Materals 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: * [

| Mi[C ] LastName: - [&58

E-mall Address: * | 2 |

Phone: * | | H |- ext.|
Mailing Address:

Address Line 1 *

Address Line 2: [

City: * |OWINGS MILLS

State: = Maryland

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.

I.(.

Slide notes

Enter the required personal information.
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You must read the User Agreement provided in the scroling box. To accept the agreement, click the checkbox. You must accept and agree 1o the terms of the
User Agreement in order to continue through the registration process.

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 (WCMS3A) proposals for future med
introduction of a WCMSAP web portal, WCMSA submitters will receive prompt and ¢ v

< B >

Please check the following box
&/ | 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 and Privacy
Policy. Accept the User Agreement, then click Next.

The system requires you to click “l accept” in order to continue the Account Setup.

Note: You can register as an Account Manager for an account if you are already a registered Medicare, Medicaid,
and SCHIP Extension Act of 2007 (MMSEA) Mandatory Reporting user.
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You must read the User Agreement provided in the scroling box. To accept the agreement, click the checkbox. You must accept and agree 1o the terms of the
User Agreement in order to continue through the registration process.

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 (WCMS3A) proposals for future med
introduction of 3 WCMSAP web portal, WCMSA submitters will receive prompt and ¢

L5 >

Please check the following box

&/ | accept the User Agreement and Privacy Policy above

Slide notes

The system will confirm that all required fields have been entered before allowing you, the Account Manager, to
continue with the Account Setup process.

The system will display an error message if you submit incomplete or invalid information (i.e., the entered
information does not pass the WCMSAP edits).
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ABSi This Sia Rafaréncs Malaials

Account Manager Login Information

The securty informalion reguested on this page will allow the sysiem to authenticale your ideniity each

tima you log on. This will ensure only you are provided tha acee snd updating privladges restrictad t

Halp About This Fage

& Pasaword must bs changed avery sixty (BD) day

® Password must consist of at least might @) characler

* Pasaword must conlain al least one upper-case lelter, one lowercase letler, one number, and ene special character
* Fasaword musl contain a minimum of Tour (1) changed charselom from thi preaou pasaword

* Fassworcd innol be changed mom [han once per dla

¢ Password must bé different from the previous B pa word

s Fa waord eannol eaniain a resaved word (Sea |1.||| About This Fage for a camplete list)

AN aslenak () indicates & reguined Nekd
Lagin Il | ]
Fasaword " | ]
Ru-enter Pasaword * | |
Th I ior | l nt = fl I rd. F 1 I
ti i 1o Lhi 1l d i T i | 1 1 I |
hoose gcunty Questions and Provide Answer
Sacunty Question 1* |Please Select "’|
Answar 1° | ]
Sacurity Quaation 2 ° | Please Salect b |
Answar 2 * | ]

[ Pravious | [Nea|

Slide notes
If you are a new user, the Account Manager Login Information page displays.

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.
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Login ID and Password

* LoginID
» Must be 7 characters
* Must be in the format of AA999AA
= Cannot be same as Password

* Password
* Must be changed every 60 days

* Must be 8 characters in length

= Must contain at least one upper case letter, one lower case letter, one number,
and one special character

* Cannot be changed more than once per day
= Cannot contain 4 consecutive characters from previous password
* Must be different from last 6 passwords

= Cannot contain a reserved word

Slide notes

New users must set up a Login ID and Password (using the following guidelines): Login IDs must be 7 characters,
Login IDs must be in the format of AA999AA, login ID and password cannot be the same, passwords must be
changed every 60 days, passwords must be 8 characters in length, passwords must contain at least one upper
case letter, one lower case letter, one number, and one special character, passwords cannot be changed more
than once per day, passwords cannot contain 4 consecutive characters from the previous password, passwords
must be different from the last 6 passwords, and passwords cannot contain a reserved word.

The updated Reserved Words List can be referenced in the latest WCMSAP User Guide.
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Refarance Malarsin

Account Manager Login Infermation

The securty information requested on this page will allow the system lo authenbicate

time you log on. This will ensuwe only you are provded the aceess and updating pnvledges restricted t

he At unt Manager
Halp About This Fage
hoose your Login ID and pa wvord carafully
s Pa wiord must be of .|.4|..|.. 1 .|-r|f||||1.|.\.

& Paaaword miiat cansist of at laast aight (B) charactar

® Fasaword must contan at least one upper-case letter, one lower-case letier, one number, and one ||u-l4|-| iractar
« Pasaword must contain a minimum of four (4) changed characiers from the previous password

&Py waord cannol be changed mom than ane @ pur vy

& Paasword musl b diferent fram the pravious B passwaiid

& Fassword cannol canfain a reserved word (See |!.|||. About This Page for a complete list)

An astenak (°) indicates o requined held
Login 1D * | ]
Pasaword * | ]
Ra-antar Password * | |
'he (7 b ] 1ar W you 1o e i int o i farg your pasaword, Hleass nols
tha angwars vou provda 1o Lthage quastic i ahould actual answars and nol hinls for your pasaword
hoase Security Quastions and Provide Answers
Sacurity Quastion 1* |Pleasa Salact "'I
Answar 1° | ]
Sacurity Quastian 2 * |Pluasu Salact “]
Ansvwer 2 | ]

(1)

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. Choose your Login ID and Password carefully.
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Refarance Malarsin

I | in I d pa full
= Pasaword must be changed ever sixty (BOD) day
& B rd 15t af at laast aight (B) characlar
® Ha d must contain at least one upper-case lelter, one lower-case lstler, ong number, and one apacial charactar
= Pasaword must comntaimn a mirimum of four (4) changed cha ters from the previous password
& Py word cannal be changad mora than once per da
& | | muet bis difarent fram the praviau passwoid
s FPa o annol canfain a resered -||:-.|'..|'|'|-||--\.!|||J| Thi age for @ complete list)
na i | e i gl Tiasld
Lagin 1D " | |
Pa yard | ]
I il Pa id * | ]
| i f I i i foig I T i i i
t ] 1ot jigt r ik [T} $ NS | 1 e ! I |
hi 38 Secunty UQuestions and Provide Answer
Sacurity Question 1 * |Pleasa Salact ‘-v']
Answear 1 | ]
Sacurity Quastian 2 * |Pluasu Salact ""|

Answer 2 | ]

(1)

Slide notes

Create your Login ID, and enter and re-enter a Password. You will use your Login ID and Password to enter the
WCMSAP site and manage the account, manage designees, 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.
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Roferer
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Ve Wl

Account Manager Login Infermation

Sacurity Question 1* |Pleasa Salact

Answar 1° |

€

Sacurity Quastion 2 * |Pluasu Salact

The security inf ] raguesied on this page will allow the system o au ' 3 YOl fity sack
time you log on. Thiz will ensure only you are provded the aceess and updating prviledges restricted t
the Account Manager
Help Aboul This Fade
ho T Losginr If i pa rd carafull
« Pasaword must be changed every sixty (B1) day
& Paaaword miiat cansist of at laast aight (B) charactar
* Pasaword must contain ot least one upper-case lelter, one lower-case letlar, one number, and one special charactar
= Fasaword must contain a minimum of four (4) changed characlers from the previou password
. yword cannol be changed mom than ance per day
& Password musl be different frarm the pravious B passwoida
s Fasasword cannol cantain a reservec ward (Ges I|.|l|- About This Page for a complete list)
An aglanak (°) mndicates o requined Hsld
Legin 1D * | ]
Pasaword * | 1
Ra-antar Password * | |
The Secur & [ 1or allow N it o i il you forg your pasaword, Hlaa not
th i} B | ia 1o K | LT ho ik {TF in and nol hinle for yvour pa rd
hoase Secunty Questians and Prow is Answars

Answer 2 |

(1)

Slide notes

When you have completed the Account Manager Login Information page, click Next to continue.
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Adoull This Sile CMS Links How To

Account Manager Summary

Contact Us

setup process; all data will be lost. Please print this page for your records.

Personal Information [ Eat
| First Name: Il

Last Mame;

E-Mail Address:

Phone: 2 ext

Mailing Address:

Address Line 1
Address Line 2
City:

State:

Zip Code:

| Previous || Submit Account Setup || cancel |

Login ID

Login 1D

Please review your personal and legin Information. If you need to change the informiation, 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

[Eat |

COBR

Facetan gt B sy

Help About This Page

Slide notes

The Account Manager Summary page will display next. This page shows all of the information entered during

Account Setup.
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(‘C/I;JIS__. Workers' Compensation Set-Aside Web Portal COB:R

T Banas gt W ey

Adboull This Sile CMS Links How To. Reference Mabsials Conlact Us

Account Manager Summary

Please review your personal and legin Information. If you need to change the information, click the ‘Edit’ button. If you are Help About This Page
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 [ Eait
' Login ID | Ean |
| First Name: i
Last Mame Login tD
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

All information should be reviewed and verified before continuing. You may return to specific sections to correct
or change the previously entered information by clicking the Edit button next to the section that needs to be
modified.
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An asterisk (*) indicates a required field.

Login ID * |
|'
L

Password * |sesessss

Re-enter Password * |sesseses

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

Chooss Security Quastions and Provide Answars

Secunty Question 1 * What city were you bom? e
Answer 1* | |

Security Question 2 * What is your mother's maiden name? v
Answer 2 * | |

Previous ' Next '

Slide notes

This will return you to the applicable page (Personal Information, Mailing Address or Login ID) to make
modifications. Once all corrections have been made, click Next at the bottom of that page to navigate back to

the Account Manager Summary page.
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Abouil This Site CMS Links How To. als Conlact Us

Account Manager Summary

Please review your personal and legin Information. If you need to change the informiation, 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 R
Login ID | Ean |
| First Name: i
Last Mame: Lagn i
E-Mail Address:
Phone: 2 ext

Mailing Address:

Address Line 1
Address Line 2
City:

State:

Zip Code:

| Previous || Submit Account Setup || cancel |

COBR

Facetan gt B sy

Help About This Page

Slide notes

After you have verified that all entered information is correct, click the Submit Account Setup button to submit

the information.
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Thank You

i
= Prini this pagse

You have successhilly completed the Account Setup for the Workers' Compensation Medicare Sél.Asade Waeb aite and establshed yourself aa the Account
Manager for the Account ID. Please pnnt this page for your records

Next Steps

You may return to the Workers Compensation Medicare Set-Aside YWed site Yelcome page. login using the Login ID and Password you just created to
SCCe3Ss Accounis associated (o your 1D

Please note: when retureng your prafile to tha COBVA madbox. please wnte "WCMSAP Profile Repont”™ in the subject line. This 15 so the EDI Reps
responsible for routing COSVA messages know 1o who they should send profie repons

You can wsd the Workars' Compansation Medicars Set Aside page at YWorkers' Compansation Sel-Asids Walcome Page

Slide notes

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

Thank You

Y]
L.

(= Pyinf this page

You have succassdully complated the Account Setup for the Workers' Compansation Madicare Sel-Asde Web aite and established yourself as the Account
Manager for the Account ID. Please pant this page for your records.

Next Steps

You may ratum o the Workers' Compensation Medicare Set-Aside Web site Welcome page, login using the Login ID and Password you just created to
acceds accounts associated 1o yout ID

Please note. when returning your profile to the COBVA madbox, please wile "WCMSAP Profile Repont” in the subject line. This i5 50 the EDI Reps
responsible for routing COBVA messages know to who they should send peofle reports

You can wisd the Workers' Compensation Medicare Sel Aside page at Yorkers' Compansation Set-Asids Welcoms Pags

Slide notes

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

Account Setup complete
Registered as Account Manager

= Control administration of WCMSAP account

Account Manager will receive Profile Report from BCRC via e-mail
= Review, sign, and return to BCRC
= Cannot submit, view or create cases until the signed Profile Report is
received by the BCRC

Login to the account to maintain account and case information, upload
and replace documents, submit cases, and manage Designee access

* You may manage the entire account or invite other company employees
to assist as Account Designees

* Login to the WCMSAP site using the Login ID and Password you created during
the Account Setup process to add Designees

Slide notes

You have successfully setup the account and registered yourself as the Account Manager. As the Account
Manager, you control the administration of the WCMSAP account.

You will receive a Profile Report from the BCRC via e-mail, which 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.

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.

You may choose to manage the entire account or you may invite other company employees to assist as Account
Designees.

To add Designees, you must login to the WCMSAP site using the Login ID and Password you created during the
Account Setup process.
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Next Steps
* E-mail notification sent to you and Account Representative
* Includes Profile Report
= Allinformation previously recorded during registration
= Additional information provided during Account Setup

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

* You or Account Representative will have 60 business days to review,
sign, and return Profile Report to BCRC

* When returning the signed Profile Report via e-mail, use “WCMSAP
Profile Report” in the subject line

* |f not received within timeframe, account will be deleted on the 60th
business day and you must restart registration process over

Slide notes

Upon completion of all information for the Account Setup, an e-mail notification will be sent to you and the
Account Representative. 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. It may take up to 10
business days to receive the Profile Report. Contact the EDI Department if you do not receive a Profile Report
after 10 business days.

You or the Account Representative will have 60 business days to review, sign, and return the Profile Report to
the BCRC. When returning the signed Profile Report via e-mail, 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.
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COB:R

Coordination of
Baonefits and Recovery

e completed the WCMSAP Account Setup course.
information in this course can be referenced by using
| the document at the link below:
https://www.cob.cms.hhs.gov/WCMSA/assets/wemsa/us
erManual/WCMSAUserManual.pdf.

Slide notes

You have completed the WCMSAP Account Setup course. The information in this course can be referenced by
using the document at the link below: WCMSA User Manual.
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COBR

Coordination of
Baonefits and Recovery

, .*:‘have any questions or feedback on this material,
please go to the following URL:
http //www.surveymonkey.com/s/WCMSAPTraining.

Slide notes

If you have any questions or feedback on this material, please go to the following URL: WCMSA Training Survey.
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