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Coardination of
Benefits and Recovery

Medicare Secondary Payer Recovery Portal
(MSPRP)

Corporate Registration

Version 6.0, 04/01/2024
Note: CMS reserves the right to modify this presentation. To ensure you have the most current version, verify that the version and
date on this page match the version and date on the corresponding page of the PDF currently available on:

https://go.cms.gov/msprp.

Slide notes
Welcome to the Medicare Secondary Payer Recovery Portal (MSPRP) Corporate Registration course.
Note: This module is intended for those entities who will register for a corporate account.

A corporate account type indicates that the entity has an Employer Identification Number (EIN)/Tax
Identification Number (TIN) and will be regularly submitting MSPRP requests. Corporate accounts may
have up to 100 Account Designees.
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Disclaimer

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

Slide notes

While all information in this document is believed to be correct at the time of writing, this Computer
Based Training (CBT) is for educational purposes only and does not constitute official Centers for
Medicare & Medicaid Services (CMS) instructions.

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

* Completing a New Registration

= Next Steps

Slide notes

This course provides instruction on how to complete a New Registration on the MSPRP for a corporate
account type and the steps that must be followed once the registration has been submitted.
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Getting Started

Users must be authorized to access the MSPRP

Before users can be authorized, the registration
process must be completed

= New Registration

= Account Setup
Account Representative completes New

Registration

Account Manager completes Account Setup

Slide notes
Users must be authorized to access the MSPRP.

Before a new user can become authorized, the corporate entity must complete the registration
process which involves the following steps:

- New Registration

- Account Setup

New Registration must be completed by the person named as the Account Representative.
Account Setup must be completed by the person named as the Account Manager.

The focus of this CBT is on the New Registration process.

For more information on Account Setup, please see the Corporate Account Setup CBT.
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Account Representative

Legal authority to bind the company to a contract and the
terms of MSPRP requirements

Note: If the person named as the Account Representative
needs to be changed after the registration has been
completed, the Account Manager can make the change

Slide notes
To begin the New Registration, the corporate entity must identify their Account Representative.

The Account Representative is the individual who has the legal authority to bind the company to a
contract and the terms of MSPRP requirements and processing.

Note: If the person named as the Account Representative needs to be changed after the registration
has been completed, the Account Manager can make the change.
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Account Representative

Must initiate the initial registration
Preliminary * Designate the Account Manager
il * Approve the Account Setup
Respon5|b|I|t|es * Sign Profile Report and return to Medicare
- EDI Department

Ongoing
Responsibilities

Account contact
Receive MISPRP notifications and e-mails

Slide notes

The Account Representative must initiate the New Registration on the MSPRP and provide all of the
information requested by the system.

This person is responsible for designating the Account Manager.

Additionally, the Account Representative must approve the Account Setup, by physically signing the
Profile Report and returning it to the Medicare - Electronic Data Interchange (EDI) Department.

The Account Representative will be the account contact and recipient of MSPRP notifications and e-
mails.
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Account Representative

| Cannot be user of the MSPRP

* Cannot be the Account Manager or Account Designee

Can register as the Account Representative for more
than one MSPRP account

Can register as the Account Representative for other

MSPRP corporate accounts

Can register as Account Manager or Account Designee
for other MSPRP accounts.

Slide notes

The Account Representative cannot be an actual user of the MSPRP (i.e., cannot be the Account
Manager or Account Designee).

Please note: Only those individuals who are assigned the role of an Account Manager or Account
Designee can access and use the MSPRP.

Can register as the Account Representative for more than one MSPRP account.
Can register as an AR for other MSPRP corporate accounts.

Can register as an Account Manager or Account Designee for other MSPRP accounts.
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Account Manager and
Account Designee

Account Manager (only) Actions
= Complete Account Setup
= Administer the MSPRP account
= Invite other users (Account Designees)

= View Open Debt Reports

Account Manager and Account Designee Actions (as applicable to the case)
Submit authorization documentation
Request conditional payment information
Request conditional payment letter
Dispute claims
Submit case settlement information

Initiate demand letter

View/submit redetermination (First Level Appeal)

Make an electronic payment

Slide notes

The Account Manager is assigned by the Account Representative. Account Managers can assign the
Account Manager role to another person for Account Representative accounts.

This individual is responsible for completing Account Setup, administering the account on the MSPRP,
and inviting others to assist as Account Designees and has access to view Open Debt Reports.

Both the Account Manager and the Account Designee have the ability to:
submit authorization documentation,
request conditional payment information,
request a conditional payment letter,
dispute claims,
submit case settlement information,
initiate the demand letter,

view/submit redetermination, and
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make an electronic payment (First Level Appeal).
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LOgin Wﬂrning : ‘ Print this page

UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM IS5 PROHIBITED BY LAW

This warning 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 netwerk, (2) all computers connecled to this network, and (3) all devices and
storage media attached to this network or to a computer on this network. This system is provided for Government-authorized use only.

Unauthorized or improper use of this system is prohibited and may result in disciplinary acfion, as well as civil and criminal penalfies.
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 monitoring.

By using this system, you understand and consent fo the following:

*You have no reasonable exp of privacy regarding any communication or data iting 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 dufies or
to conduct HHS business. Therefore, you have no reascnable exp 1 of privacy regarding any communicafion or data t ifing or stored on
this system. At any time, and for any lawful Gevernment purpose, the Government may monitor, intercept. and search and seize any
communication or data fransiting or stored on this system.

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

hitp:/fwww.cms.hhs goviAboul-CMS/Agency-Informaticn/Ab
Privacy Act Statement

bsite/Security-Protocols html

The collection of this information is authorized by Section 1862(b) of the Social Security Act (codified at 42 U.S.C 1395y(b)) (see also 42, CFR.
411.24). The infermafion collected will be used to identify and recover past conditional and mistaken Medicare primary paymenis and to prevent
Medicare from making mistaken payments in the future for those Medicare Secondary Payer situations that continue fo exist. The Privacy Act (5
U.5.C. 552a(b)), as amended, prohibits the disclosure of information maintained by the Centers for Medicare & Medicaid Services (CMS)in a

system of records to third parties, unless the beneficiary provides a written request or explicit written consent/authorization for a party to receive

such information. Where the iary provi wiritten proof of rep ion. CMS will permit authorized parties fo access requisite
information.

Attestation of Information

The information provided is complete, truthful, accurate, and meets all requirements set forth to use this process: and, | have read and understand
all of the Centers for Medicare & Medicaid Services information at hitp:/fcms. gov/Medicare/Coordination-of-Benefits-and-Recovery/Coordination-
of-Benefits-and-Recovery-OverviewMedi Secondary-P Medicare-Secondary-Payer.himl.

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

Decline

TA Privacy Act system of records is a group of any records about individuals and under the confrel of any Federal agency from which informafion
is retrieved by the name or other personal identifier of the individual.

Slide notes

Once the Account Representative has been identified and they are ready to begin the New
Registration, they must go to the MSPRP URL at: https://www.cob.cms.hhs.gov/MSPRP/.

Each time a user visits the MSPRP Website, the Login Warning page will display. This page provides
information about MSPRP security measures including access, penalty and privacy laws.

This page can be printed from the MSPRP by clicking the [Print this page] link on the Website.

Scroll to the bottom of this page to review the entire statement. Users must agree to the terms of this
warning each time they access the MSPRP. Click the [I Accept] link at the bottom of the page to
continue.
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Monday, April 1, 2024

About This Site CMS Links Reference Materials Contact Us

Welcome to the MSPRP

The Medicare Secondary Payer Recovery Porial provides a quick and efficient way to request case information and provide
information to assist in resolving Medicare's recovery claim. With the use of this portal, you may submit a valid authorization,
request an update to the conditional payment amount, submit settlement information and dispute claims.

For information about the availability of auxiliary aids and services, please visit:
hitp:/fwwav. medicare.gov/about-us/nondiscrimination/nondiscrimination-notice. html

MSPRP Message

Check thiz location for important information regarding system outages, scheduled maintenance and special
announcements.

Getting Started

If you are a Medicare Beneficiary and would like to use the MSPRF to reguest case information, please login to your
Medicare account by visiting the Medicare gov website at https/medicare.gov/.

Regisfration is required to use this application. For corporate accounts, your Account Representative must complete the
New Registration and your Account Manager must complete the Account Setup. These individuals cannot be the same
person.

The Account Representative (AR) is the person in your organization who has the legal authority to bind your organization
to a contract and to the terms of MSPRP requirements. This is usually a senior execufive or partner of your company or firm.
The AR has ultimate accountability for ihe information submitted on the MSPRF.

The Account Manager (AM) i the person who will actively manage your account recovery case workload. This includes
inviting Account Designees (ADs) and managing their access to the account.

For more information on the registration process and MSPRP user roles, please refer to the How to Gef Started help
document, located under the How To menu on the Navigation bar. To begin the registration process, your MSPRP Account
Representative will click the New Regisfration button.

STEP1 STEF 2

New Registration Account Setup

(Account ID and PIN reguired)

Slide notes
Once the [I Accept] link is clicked, the MSPRP Login page will display.

Click [New Registration] to continue.
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@S Medicare Secondary Payer Recovery Portal 1,\ '

Select Account Type Quick Help

Help About This Page ‘

Flease select the type of account for which you are registering:

A .

Ocorporate

A corporate account type indicates that the entity has an Employer Identification Number (EIN) and will be regularly
submitting MSPRP reguests.

ORep resentative

A representative account type indicates that the entity does not have an Employer Idenfification Number (EIN) but will be
regularly submitting MSPRP requests.

conce 3

CMS/HHS Vulnerability Disclosure Policy | Privacy Policy | User Agreement | Adobe Reader

Slide notes

The Select Account Type page displays.

Select the Corporate radio button and then click [Continue].

If at any point during the registration process the user wishes to stop, they should click [Cancel].

Once clicked, information entered on the current page and any previous pages will NOT be saved and
the user will be returned to the MSPRP Login page.
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T CENTERS FOR MEDSCARE & MEDICARD SERVICES o 1

Reference Materials

Corporate Information Quick Help

Help About This Page
An asterisk (*) indicates a required field

“Employer Identification Number |
(EIN):

*Corporation Name: |

Business Mailing Address

*Address Line 1: | |

Address Line 2: | |

oy | |
R
“Zip Code: | |_| |

[0 Povors | Conire 0 [

CMS/HHS Vulnerability Disclosure Policy | Privacy Policy | User Agreement | Adobe Reader

Slide notes

Once the Corporate account type is selected, the Corporate Information page will display.
Information for the company that will be submitting MSPRP requests must be entered on this page.
All fields denoted with a red asterisk are required.

The EIN must be unique in the MSPRP. The same EIN cannot be registered for more than one account.
Enter the EIN associated with the corporate account for this MSPRP registration.

If the corporate account has more than one EIN, submit this registration with any one of the EINs.
Enter the corporation’s name and corporation’s mailing address in the business mailing address fields.

The address submitted on this page will be used to send the post-registration letter that includes the
Account ID and Personal Identification Number (PIN).

Once all required information has been entered, the user must click [Continue].
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Validation

¥’ ‘System
- System || A , S’ revalidates
validates each - Mlficating what ' the data once

L field error(s) were P it has been /
_ : p- . found 1SN enterf:y

User must
correct the
error before
proceeding

generates an
error

Slide notes
The system will validate each field on each registration page for accuracy and completeness.

If errors are found, the system will display applicable error messages on the screen indicating what
error condition(s) were found.

When errors are discovered, the cursor will be placed on the first field that generates an error
condition.

This will either be a required field that is missing data or a field that contains a data error.
The user must correct the error before the system will allow the user to proceed to the next page.

Once the data has been corrected, the system will revalidate all data that has been entered.
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T CENTERS FOR MEDSCARE & MEDICARD SEEVICES w - L4

Reference Materials

Account Representative (AR) Information Gl

Help About This Page
Warning - The person named on this page will not be able to access the MSPRP application and cannot be a user of

this system. This should be the individual in the organization who has the legal authority to bind the organization to
a contract and the terms of MSPRP requirements. Click the Help About This Page link for additional information on
the MSPRP Account Representative responsibilities and abilities.

An asterisk (%) indicates a required field.

*AR First Name: | | | | “LastName:

“AR Title:

“E-mail Address:

“Phone: B ——

|
|
“Re-enter E-mail Address: | |
|
|

Fax:

Concel (3

CMS/HHS Vulnerability Disclosure Policy | Privacy Policy | User Agreement | Adobe Reader

Slide notes

After successfully completing the Corporate Information page, the Account Representative (AR)
Information page will display.

Information related to the Account Representative must be entered on this page.

This information will be used to send important information regarding the account, including the
Profile Report.

All fields denoted with a red asterisk are required.

It is critical that the correct contact information for the Account Representative is entered on this page,
including their correct email address.

If the email address of the Account Manager or Account Designee is entered instead of the email
address of the Account Representative, those individuals will be unable to register as users of the
MSPRP.

Note: The Account Representative can only have that one role.

This person cannot be an Account Manager or an Account Designee.
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The MSPRP will verify that the submitted email address for each user role on the account is different.

If there are any email address matches between the Account Manager, Account Designee or Account
Representative on the account, an error will display.

After entering the Account Representative information, click [Continue] to proceed.
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Reference Materials

Registration Summary - Quick Help

Print thiz page

Help About This Page
Please review your registration information. If you need to change this information, click the Edit button. If you are satisfied

with the information, click the Continue button to submit the registration. Click the Cancel button to cancel the process.
Please note: all data will be lost. Click the Previous button to return to the previous screen. Print this page for your records.

Account Type: Corporate Edit AR Information Edit

First Name: Jane MI: A Last Name: Smith
Title: Director

E-Mail Address: jsmith@abcassociates.com
Phone: 410- 832- 8350 ext. 9877

Fax: 410- 832- 8999

Corporate Information
Employer Identification Number (EIN): 999959399
<=Corporate Name : ABC Company

Business Mailing Address
Address Line 1: 200 Test Avenue

Address Line 2: Suite Zb
City: Towson

State: Maryland

Zip Code: 21204-2176

Cancel 3

Slide notes

The Registration Summary page will display.
Users can print this page by clicking the [Print this page] link.

This page lists all the information that was previously entered and provides users with the opportunity
to make changes.

All information should be reviewed and verified before continuing.
Changes can be made to Account Type, Corporate Information or Account Representative Information.
To make any corrections, click the [Edit] button next to the applicable section.

The system will display that information entry page.
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Monday, April 1, 2024

T CENTERS FOR MEDSCARE & MEDICARD SERVICES

| Corporate Information

An asterisk (*) indicates a required field

“Employer Identification Number |

(EIN):

Reference Materials

Quick Help

Help About This Page

*Corporation Name: |

Business Mailing Address

*Address Line 1: |

Address Line 2: |

“City: |
R
“Zip Code: | | i | |

“Coninve 0 IR

CMS/HHS Vulnerability Disclosure Policy | Privacy Policy | User Agreement | Adobe Reader

Slide notes

Add, change, or delete any of the information.

Once all corrections have been made, the user must click [Continue] until they have navigated back to

the Registration Summary page.
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Slide 17 of 24 - Registration Summary

About This Site CMS Links Reference Materials Contact Us

Registration Summary » Quick Help

Print thiz page

Help About This Page
Please review your registration information. If you need to change this information, click the Edit button. If you are satisfied

with the information, click the Continue button to submit the registration. Click the Cancel button to cancel the process.
Please note: all data will be lost. Click the Previous button to return to the previous screen. Print this page for your records.

Account Type: Corporate Edit AR Information Edit
First Name: Jane MI: A Last Name: Smith

Title: Director
Corporate Information Edit . _— .

E-Mail Address: jsmith@abcassociates.com
Employer Identification Number (EIN): 999959999 !

Phone: 410- 832- 8350 ext. 9877
<=Corporate Name : ABC Company Fax: 410- 832- 8999

Business Mailing Address
Address Line 1: 200 Test Avenue

Address Line 2: Suite Zb
City: Towson

State: Maryland

Zip Code: 21204-2176

(0 Proious | o | IR

Slide notes

When the Registration information has been verified, click [Continue] to submit the registration.
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- LA \ 1
@S Medicare Secondary Payer Recovery Portal ,\

MSPRP Registration Completed Successfully. Thank You. “ Frint this page

You have successiully completed the initial registration for the Medicare Secondary Payer Recovery Portal Web site. Your assigned Account ID is: 12345, |t is important fo
print this page for your records.

Mext Steps

The information captured during initial registration will be vetted to verify the Corporation is an appropriate submitter. After successiul vetting, an email will be sent to the
Account Representative captured during initial registrafion, with your PIN only. It will not contain the Account ID.

Account Setup

Upen receipt of the emailed PIN, the Account Representative will be instructed to have the apprepriate Account Manager return to the Medicare Secondary Payer Recovery
Portal Web site to complete the account setup. The Account Manager will need to enter the Account ID and PIN on the Account Setup page to begin setup

Ii your AR does not receive the PIN email within 7 business days, please contact an EDI Representative by phone at (546) 458-6740 or e-mail at COBVA@ehmedicare.com.

CMS/HHS Vulnerability Disclosure Policy | Privacy Policy | User Agreement | Adobe Reader

Slide notes

The MSPRP Registration Completed Successfully. Thank You page displays confirming that the initial
registration has been successfully completed.

The assigned Account ID is displayed on the Thank You page.
It is recommended that you print this page for your records.
The Account ID will be needed by the Account Manager for Step 2: Account Setup.

Click the Medicare Secondary Payer Portal Welcome Page link to return to the Welcome to the MSPRP
page.
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Next Steps .

EDI Department ‘
= Validates registration information ; ‘

* Email sent to Account Representative within two weeks,
which contains

° PIN
° |Instructions for Account Setup

Contact an EDI Representative if letter is not
received within 10 business days ; ‘

= Phone: (646) 458-6740
= E-mail: COBVA@bcrcgdit.com

Slide notes

The information submitted in the New Registration step will be vetted by the EDI Department to
ensure it is valid and complete.

Within two weeks, an email will be mailed to the Account Representative.

This email will be sent to the Account Representative email address that was submitted on the Account
Representative Information page during the New Registration.

It will include the PIN and instructions for the next step in the registration process - Account Setup.

If this email is not received within 10 business days, contact an EDI Representative by phone at (646)
458-6740 or email at COBVA@bcrcgdit.com.
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Next Steps

Account Representative ;

= Must give the Account ID and PIN to the Account
Manager

Account Manager
= Must complete the Account Setup on the MSPRP E '

Mo

° Account ID and PIN are needed to begin

o Please see the Corporate Account Setup CBT for more information

Slide notes

The Account Representative must give the Account ID and PIN to the Account Manager for the
Corporate account to use to complete the Account Setup.

The Account Manager must return to the MSPRP to complete the Account Setup.
The Account Manager will need to enter the Account ID and PIN on the main page to begin setup.

For more information on the Account Setup process, please see the Corporate Account Setup CBT.
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Wedicare Secondary Payer

Recovery Portal
Profile Report
Account 1D:31304 ALcuenl Type R e seilelive Dz Vonln Zale Year
201 Comacs Irrmaicn:
~mail AAAZALL Aa Saine TR reR

R presenta live:
w s Within 10 business

¥  days of Account Setup
. wmewae cOMpletion, a Profile
prm—p— Report is emailed to

e

‘e e the Account Representative

Aieess: AABE
AN A SR
Zmail AEADAN AN
Account 1D:31304 Avcounl Type R prese el Dz Vol Zale Vear

=H Cantae Irarmzien
=mail: AAAAGIALA BAA “hme: FEER RS

ZAFZGUART MG & LWMNG ACCESS 70 DATA

L e e gned Account Menegen o the NSPRP epesenle vz acoouil de™ed gbove, cenily Wal e cfomation cole ed in Dis Fe sal o is Loe, eccuee avd cong ele L D best ol my ke soge aod
be =f, ard lavharize CWE b ver'y his inamezion. © agrez 1o 2stab st ard mplement prope- safeguarcs againg: unzatior 264 use ard disclozare o 19e deta or the purpeses o MSPRM proposs () reve
process 1g. Propar ssaguards shall clude the adogt or of g sies a0 procadures 12 ansura the: 19e dats obts ted cqe be uzed cole y ir szeorcanze wib Secticn *103 oftae Scsial Sacurwy Aot [12 nse.?
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with the securty requ ements specfied ebove. Aczess to ary afemal an sxchenced dudrg tae MED Recovey process sva be resticzed 1o CMES, COZ2, and MSMRC personral, ard ather actharizec users wao
vequirs accaes fo ) perfomm thair ofizial duss ir szcovancaws tha agpoved sses oftoe informatior; (2] respond to aulaoized aw anforcamart invast gesions; or (3] respend to sy vequirac legal process. Such
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applicable Feczral lzws.
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I

Slide notes

Once the Account Manager has completed the account setup, an email notification will be sent to the
Account Representative.

The Account Manager will be copied on this email.

This notification will include a Profile Report that contains information regarding your company and
the associated contact information as well as a Data Use Agreement.

It may take up to 10 business days to receive the Profile Report.
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Next Steps .

Account Representative

— ‘
= Must review the Profile Report for accuracy ; ‘
o Contact an EDI Representative to request madifications
= Phone: (646)458-6740
= Email: COBVA@GHIMedicare.com

= Return Profile Report via email within 60 business days
o Put ‘MSPRP Profile Report’ in the subject line

If signed Profile Report is not received within -y
60 business days, the account will automatically ; -
be deleted . ‘

= Registration process must be started from the beginning

Slide notes
The Account Representative must review the Profile Report for accuracy.

If information on the Profile Report is inaccurate or requires modifications, please contact an EDI
Representative by phone at (646) 458-6740 or email at COBVA@GHIMedicare.com.

The Account Representative will have 60 business days to review, sign and return the Profile Report to
the Medicare - EDI Department.

When returning the signed Profile Report via e-mail, put ‘MISPRP Profile Report’ in the subject line.

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

If the account is deleted, the registration process must be started from the beginning.
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COB:R

Coardination of
Benefits and Recovery

You have completed the MSPRP Corporate Registration course.
Information in this course can be referenced by using the MSPRP
User Manual found at the following link:

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

For general information on Medicare Secondary Payer Recovery,
go to this URL:

https://go.cms.gov/cobro.

Slide notes

You have completed the MSPRP Corporate Registration course. Information in this course can be
referenced by using the MSPRP User Manual found at the following link:
https://www.cob.cms.hhs.gov/MSPRP/.

For general information on Medicare Secondary Payer Recovery, go to this URL:
http://go.cms.gov/cobro.
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COB:R

Coardination of
Benefits and Recovery

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

http://www.surveymonkey.com/s/MSPRPTraining.

SURVEY

Slide notes

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