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prtahtenct Background Information

* Each year, no later than 30 days after the anniversary date of the
Workers’ Compensation settlement, an attestation must be sent to
Medicare’s Benefits Coordination & Recovery Center (BCRC) stating
that the funds in the account were used correctly.

* In the past, transactions regarding Workers” Compensation
Medicare Set-Aside accounts, including annual attestations, had to
be completed using U.S. Mail.




COB:R

s Purpose of Enhancement

* To allow Professional Administrators (PAs) to create a
Workers’ Compensation Medicare Set-Aside account in
order to:

— Upload account transaction files for WCMSAs they
administer

— Download response files for each submitted file

— Reconcile WCMSA balances with current balance stored
on the WCMSAP

— Eliminate the need to use U.S. Mail, but mailing is still
an option if preferred




COBd&tRf Registering as a Professional
Administrator

Benefits and Rec

* |n order to use the WCMSAP, Professional Administrators
will be required to complete a two-step process:

* Step one: Registration
* Step two: Account Setup

e Registration will be completed by the Account
Representative (AR)

e Account Setup will be performed by the Account
Manager (AM)

e AM will control the administration of the PA Account




COB&R Registering as a Professional
Administrator (2)

Benefits and Recovery

e Entities who wish to utilize the WCMSAP as a Professional
Administrator are required to create a new WCMSAP account.

e After account setup, the AM or AD for the account can request
case access for each case they have authority to administer and are
required to provide the current/opening balance for all existing
WCMSAs they want to administer on the WCMSAP before
transaction records will be accepted for the case.

— Note: Professional Administrators will only need to provide the
opening balance for cases that were set up prior to this
enhancement.




Coordination of
Benefits and Recovery

* Click “I Accept”
to continue to
the Welcome
Page.

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES

Login Warning Page

IS Workers’ Compensation Set-Aside Web Portal C0§j_§

Bt wd By

Login Warning liu‘3 Print this page

UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM IS PROHIBITED BY LAW

Th1s warning nanner provides privacy and security notices consistent with applicable federal laws, directives, and other federal

for g this system, which includes: (1) this computer network, (2) all computers connected to this
netwmk and (3) all devices and storage media attached fo this network or to a computer on this networlk. This system is provided for
Govemment-authorized use only.

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

Fersonal use of social media and networking sites on this system is limited as to not interfere with official work duties and is subject
fo monitoring.

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

*¥ou have no reasonzble expectafion of privacy regarding any « ication 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 duties or to conduct HHS business. Therefore, you have nor bl tation of privacy n ding any communication
or data transiting or stored on this sysiem. At any fime, and for any lawful Gevernment purpose, the Government may monitor,
intercept, and search and seize any communication or data transiting or stored on this system.

=Any communication or data fransiting or stored on this system may be disclosed or used for any lawful Government purpose.
hittp:fvww ems hhs gov/About-CMS/Agency-Information/Aboutwebsite/Security-Protocols. html

Privacy Act Statement

The collection of this information is authorized by 42 U.§.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 to exist.

Attestation of Information

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

The information provided is complete, ruthful, accurate, and meets all requirements set forth fo 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 warning

Decline

" & Privacy Act system of records is a group of any records about individuals and under the control of any Federal agency from which information
is refrieved by the name or other personal idendifier of the individual
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s o Welcome to WCMSAP

¢ CI'Ck the NeW @S Workers’ Compensation Set-Aside Web Portal CQB&R
Registration link to get o

About This Site CMS Links Reference Materials Contact Us

started registering for

. Welcome to the WCMSAP
your Professional

This site provides an interface for entry of Workers' Compensation Medicare

. 4 Set-Aside Arrangements (WCIMSA) proposals. Attorneys, Medicare Sign into your account
l I | I n I St ra to r a CCO u nt o beneficiaries, claimants, insurance carriers and WCMSA venders may use this
site to enter the case information directly. The site also provides attorneys User Name:

Medicare beneficiaries, claimants, insurance carriers, and WCMSA vendors with

® M M the ability to track their submitted cases and the statuses without inquiry to the Forgot ID
S e r W I re u r n O I S Benefits Coordination & Recovery Center (BCRC) or the Centers for Medicare &

Medicaid Services (CMS). Password:

L]
page to login once —
For information about the availability of auxiliary aids and services, please visit

a CCO u n t S et u p i S http:/Awww. medicare. gov/about-us/nondiscrimination/nondiscrimination- LOgin Clear
notice.himl
completed.

* Note: Registering for an
account is a two-step
process, the user will __ -

come back to complete

Ste p 2 (Account ID and PIN reguired)
L]

WCMSAP Message
MN/A




&
Select Account Type

Benefits and Recovery

@S Workers’ Compensation Set-Aside Web Portal COE_j“_E

VAT P s o CE Banafits. and Re<overy

Skip Navigation

Hol Abo e CMS Links How To... Reference Materials Contact Us Logoff
Eelect Account Type
|
Please select the type of account for which you are registering: Help About This Page
Corporate

A COTPOF&[& account type indicates that the submitter is registerlng asa corporate entlty with an Employer Identification Number {ElN) and will be regularly
submitting WCMSA requests.

~ Representative

A representative account type is for non-corporate WCSA submitters. These submitters do not have an EIN, but will be submitting multiple cases.

Self

Self submitters are Medicare beneficiaries or future Medicare beneficiaries (claimant) submitting a case on their own behalf. The registrant must be a Medicare
beneficiary or claimant and may only submit cases for themselves.

Professional Administrator

A professional administrator account type indicates that the entity is registering with an Employer Identification Number (EIN) and will be the responsible party fo
administering MSA funds and reporting to Medicare.

Previous | Next |

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES



COB&R Professional Administrator
Information

Benefits and Recovery

¢ A” |nformat|on @S Workers' Compensation Set-Aside Web Portal COE,T,B,
with an asterisk

(*) is a required
f | e | d . An asterisk (*) indicates a required field

. C | i C k N ext to Employer Identification Number (EIN)

Corporation Name

CO n ti n U e o Business Mailing Address:

[T ——

Professional Administrator Information

Address Line 1: *
Address Line 2
City: *|
State: * |- Select - v
Zip Code: *
m] [Next |[ Cancel |




COB&R Account Representative (AR)
Information

Benefits and Recovery

* All information
W it h a n a Ste ri S k _ Accunt Representtie (AR) Inormation o
( %k ) i n d icates a An asterisk (*) indicates a required field. ot Aot T Pace

AR First Name: * MI: Last Name: *

required field.

AR E-Mail Address: *

Re-enter AR E-Mail Address:

 Click Next to s ).
continue.

Previous || Next | Cancel
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Coordination of
Benefits and Recovery

* Review all
information
previously
entered.

e Click Edit next
to each section
to make any
corrections.

* Click Submit
Registration.

Registration Summary

Home About This Site CMS Links How To... Reference Materials Contact Us Logoff

Registration Summary

(= Print this page

Please review your registration information. If you need to change the information, click the "Edit” button. If you are satisfied with the
information, click the "Submit Registration” button to submit the registration. Click the "Cancel” Button to cancel the process: all data
will be lost. Click the Previous™ button to return to the previous screen. Print this page for your records.

Help Al

Account Type: Professional Administrator [ Edit .

Professional Administrator Informati dit | _ —
o e T E Account Representative Information | Edit |

Employer Identification Number (EIN): 123456789
Corporate Name: ABC Company

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

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

Fax: 410- 832- 8999

Business Mailing Address:

Address Line 1: 200 Test Avenue
Address Line 2: Suite 2-B

City: Towson

State: Maryland

Zip Code: 21204- 3276

Previous || Submit Registration Cancel |

Privacy Policy  User Agreement  Adobe Acrobat

12
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COB&R Thank You

Benefits and Recovery

* You have successfully @5 Workers’ Compensation Set-Aside Web Portal COB:R
completed registration.

[ ] Your information WiII About This Site CMS Links Reference Materials Contact Us
need to be vetted to Thank You

Ve rlfy yo u a re a n You have successfully completed the initial registration for the Workers' Compensation Medicare Set-Aside Web site. Your assigned Submitter ID is: 91072

a p p ro p ri ate su b m itte r Please print this page for your records.

Next Steps
e The A t
e C CO u n The information captured during initial registration will be vetted to verify the Professional Administrator is an appropriate submitter. After successful vetting, a

Re p re Se nta t i Ve Wi I I letter will be mailed to the Account Representative captured during initial registration, with your Account 1D and PIN.
H H Account Setup
receive a letter with

Upon receipt of the mailed Account ID and PIN, the Account Representative will be instructed to have the appropriate Account Manager return to the Workers'

yo ur ACCO u nt I D an d Compensation Medicare Set-Aside 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.
PIN.

e The AR will use this

Skip Navigation

H
= Print this page

I Workers' Compensation Medicare Set-Aside Welcome Page

information to
complete your account
setup.
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Functions of a Professional

Administrator

14



WCMSAP Account List

Benefits and Recovery

About This Site A 3 - Reference Malenals Contact Us

WCMSAP Account List

Corporate and Representative Accounts

Help About This Page
The WCMSAP provides an interface for entry of Workers’ Compensation Medicare Set-Aside (WCMSA) e

proposals. You may use this site to enter the case information directly. The site also provides the ability to
track submitted cases and the statuses without inquiry to the BCRC or CMS.

If the account is a Representative account, you also have the ability to view information for your WCMSA(s) Account Settings
and submit an annual attestation via the WCMSAP for all WCMSAs where you are the identified

administrator, Update Personal Information
Professional Administrator Accounts Change Password

The WCMSAP provides an interface for you to view summary information for WCMSA cases you administer by

utilizing the Case Lookup function. You can also upload account transaction files and receive corresponding
response files for the WCMSAs you administer.

Click the desired Account ID link below to access the specific account and perform these functions. You may
modify your personal account settings by clicking the appropriate link under the Account Settings list.

Associated Account IDs:

12345 - Corporate
11111 - Representative

22222 - Professional Administrator

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES

15



Benefits and

s \WCMSAP Account List (2)

Recovery

( S Workers’ Compensation Set-Aside Web Portal COG“B,;‘_B

i  ma n Banslits g Recovery

About This Site How To Reference Materials Contact Us

WCMSAP Account List

Corporate and Representative Accounts

Help About This Page
The WCMSAP provides an interface for entry of Workers’ Compensation Medicare Set-Aside (WCMSA)

proposals. You may use this site to enter the case information directly. The site also provides the ability to
track submitted cases and the statuses without inquiry to the BCRC or CMS.

If the account is a Representative account, you also have the ability to view information for your WCMSA(s) Account Settings
and submit an annual attestation via the WCMSAP for all WCMSAs where you are the identified

administrator. Update Personal Information
Professional Administrator Accounts Change Password

The WCMSAP provides an interface for you to view summary information for WCMSA cases you administer by

utilizing the Case Lookup function. You can also upload account transaction files and receive corresponding
response files for the WCMSAs you administer.

Click the desired Account ID link below to access the specific account and perform these functions. You may
modify your personal account settings by clicking the appropriate link under the Account Settings list.

Associated Account IDs:

12345 - Corporate
11111 - Representative _

22222 — Professional Administrator

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES
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WCMSAP Home Page

Benefits and Recovery

About This Site - Reference Materials

WCMSAP

The WCMSAP provides an interface for you to view summary information for
WCMSA cases you administer by utilizing the Case Lookup function. You can also
upload account transaction files and receive corresponding response files for the
WCMSAs you administer.

You may modify Account Settings by clicking the appropriate link under the
Account Settings list.

I'd like to...

Case Lookup

Request Case Access —

Upload File

Download Response File

@g Workers’ Compensation Set-Aside Web Portal CO%

Contact Us

Help About This Page

Account Settings

Update Account Information

Designee Maintenance

Account Activity

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES
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New Case Request

Benefits and Recovery

New Case

rdtike to... @S Workers' Compensation Set-Aside Web Portal CQB&R
Request

corliostion of

Case Lookup Skip Navigation
About This Site CMS Links Reference Materials Contact Us

Options:
ReaLest ase ArCess quw Case Request m
Help About This Page

e Associate Upload File

Ca S e S to Dowmoad Response F||e The information requested below will be systematically validated to ensure you have the appropriate authority to access the
WCMSA case

.
yO u r LO g I n Enter the required data and click the Continue button to submit your new case request. To cancel this request, click the Cancel

I D button to return to the Home page.

An asterisk(*) indicates a required field.

* Upload
O a Worker's Compensation Case Control Number*
Settl e I I l e nt Beneficiary Medicare ID:* OR Beneficiary SSN:*

Beneficiary Last Name:* (at least first 5 letters)
D ocumen t S Beneficiary Date of Birth:™ / / (MM/DDICCYY)
Date of Incident™ / / (MM/DDICCYY)

for
approved
Ca S e S | Continue || Cancel || Upload Documentation
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waaina NEW Case Request Confirmation

Benefits and Recovery

@S Workers’ Compensation Set-Aside Web Portal

T ST AN B SR AR SEVE B

Home About This Site CMS Links Reference Matenals Contact Us

New Case Request Confirmation

Help About This Page

You have successfully associated the case listed below to your account. Summary information for this case can now be viewed.
Click Continue to return to the New Case Request page.

Worker's Compensation Case Control Number: WC1234567890113
Beneficiary Medicare ID: 123456A121

Beneficiary Last Name: Smith
Beneficiary Date of Birth: 11/12/1978
Date of Incident: 11/01/2001

Continue

CENTERS FON

19




COB:R New Case Request — Upload

Coordination of
Benefits and Recovery

Upload
Documentation
button will be active
when the case
requested has been
previously approved,
but documentation
has not yet been
received.

Continue button will
be disabled when
Upload
Documentation is
active.

Documentation

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

Conlact Us

CMS Links Reference Materials

New Case Request

Skip Nansaation|

The information requested below will be systematically validated to ensure you have the appropriate authority to access the
WCMSA case

Enter the required dafa and click the Continug button to submit your new case request To cancel this request, click the Cancel
button to retumn to the Home page

An astensk(") indicates a required field

Worker's Compensation Case Control Number®
Beneficiary Medicare 1D:* OR Beneficiary SSN *
Beneficiary Last Name " at least first 5 letters
Beneficiary Date of Birth:™

(MMDDICCYY)

Date of Incident.™ IMMDDICCYY)

Continue | Cancel | Upload Documentation

20
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COB:R New Case Request — Submit

Coordination of . I

Benefits and Recovery

° U p|0ad ed (E;VIS Workers’ Compensation Set-Aside Web Portal COQ;*’“’B:'

Banaran g Marze

document name | —" — i

will appear with | nNewcase Request

the option to

o D ) I.I:.a information requested below will be systematically validated to ensure you have the appropriate authority to access the
EIete the WCMSA case

Enter the required data and click the Continue button to submit your new case request To cancel this request, click the Cancal

fi | e . button to retumn to the Home page
L J S u b m it F i I e S An asterisk(”) indicates a regquired field

Worker's Compensation Case Contral Number”

b Utto n Wi I I be Beneficiary Medicare ID.* OR  Beneficiary SSN-*

Halp Aboyut This Pags

. Beneficiary Last Name:* {at least first 5 letters)
d I S p | aye d to Beneficiary Date of Birth:* i / (MM/DDICCYY)
Date of Incident ™ I} { (MNDDICCYY)

submit the —
documentation. |l s s o

Continue || Cancel || Upload Documentation || Submit Files
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COB&R Settlement Documentation
Submission Confirmation

Benefits and Recovery

@5 Workers’ Compensation Set-Aside Web Portal C0t§&R

T ——

About Thiz Site CMS Links Reference Malenals Conlact Us

Settlement Documentation Submission Confirmation

You have successfully submitted the documentation for Case Number: WC1561611819112

Click Continue to return to your Home page.

Continue
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COB&R WCMSA Case Lookup

Benefits and Recovery

E nte r t h e é:'_MS Workers’ Compensation Set-Aside Web Portal CQBR
following: -

WCMSA Case Lookup | auckwerr |

. ‘ a S e ‘ O n t ro I # You can access Workers' Compeansathon Madicare Sel.Aside (WCMSA ) cases that are

assocated with your Login D us: ng vanous search cniena

° Enter the search critena in the provided fields and chck "Search ” Selecting "Cancel’ w
e I ' a re O r return you o the Home Pada

e Settlement S —
Date Range —

Cancel = Search
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Case Lookup Results

Benefits and Recovery

 WCMSA Balance (CMS  Workers’ Compensation Set-Aside Web Portal  COB‘R
will be displayed : e :
on this page but |=2=etowr
can only be TS e e i
viewed by users

Case Number 2 Claimant Name # Date of Injury ¢ Settlement Date #] WCMSA Balance =
W h O h ave WC1211211212123 John Smith 1998-10-15 2018-10.15 5850050
WC1211211212124 Michael Smith 2001-10-15 2017-10-15 67500.50
req u eSted WC1211211212125 Tom Smith 2003-10-15 2018-10-15 3550050

WCA1211211212126 Xian Cao 2007-10-15 2015-10-15 87500.50

access to the
case and have [Cone]
been approved. e —
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Benefits and Recovery

* Files
must be
In .CSV
format

WCMSA File Upload

I'd like to...
Case Lookup
Request Case Access
Upload File

Download Response File

(cf;'sm Workers’ Compensation Set-Aside Web Portal

Horms About T

WCMSA File Upload

How To

Click Browse to select your file. Click Continue to upload that file. Click Cancel to return to the Home page without uploading a file

Please Mote: The file must be in csv (plain text comma separated values format) and the upload file cannot excead 40 MB

"Required
Fila to Upload ® | Choosa File | Mo file chosen

Files Previously Uploaded

Help About This Page

Filo Name Upload Dato |user 1D

WCMSA_20190531.csv 05/31/2019 AAAAAA
WCMSA_20190515 csv | 051512010 | LYYV
WCMSA_20190430 csv 04/30/2019 BBBBBB
WCMSA_20190415 csv | 04152010 ‘ AAAAAA
WCMSA_20180331 csv | 0317201 AAAAAA
WCMSA_20190315.csv [ 03152018 J AABARA
WOMSA_20190228 csv I Q2282018 AABAAL
WCMSA_20190215.csv I 02/15/2019 J AAAAAA
WCMSA_20190131 csv | 013172019 BBBBEB
WCMSA_20180115 csv | 011512019 ‘ ARAAAA

Continue | Cancel

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES

25
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ol File Layouts

Benefits and Recovery

WCMSAP User Guude Appendix B: File Layouts and Error Codes

Appendix B: File Layouts and Error Codes

* File Layouts and

E r rO r CO d e S Ca n Table B-1: Professional Administrator Transaction File Lavout
b f d . t h Eiald Eieeld Pilal;noa & Format Lllu " Field Values/Requirements
scription ength Required
e O u n I n e 1 | Aceount [D l Nhamene ] Yeu — . Mlust mateh the Account ID of
Frofaeisonal Frofssnonal Admamvtrator account the
WCMSAP User

Ascount [D
DCN Taxt 11 Yau Esch Add record for the Acesunt ID mast

G u id e’ A p p e n d iX ; Documant Control i i ':.a'-::-_-z..;.-,.:!’:T.'

Number auiigned

thae Professaonal
B Admmostrates

ACTION Numanic 1 Yau Vald valoss
Inducates the acton 0= Add
the yyatem 1 1o taie

L]
® ° - 1 = Dalete (noe allowed whaa preiowly
e n u I e with the record = sabmstted transaction requestmg to be
Add or Daleta - e

deleted bas Tran
1 — - _ = 1 — Beginning Balance
must include the - U Beiteeia] 2 nterect Eamned
i S 3 Medical/RXE
O p e n I n g b a I a n Ce 3 ' im.m.m Tem 12 Condinemal When provided s 4 _ Taie;c:aid Gn}(f?ﬁfssjst
. . eneficmy's 1 if 55N D associzted wrah|
upon submission il 5 — Annual WOMSA Funds
. § '55;'-. - ra—— o o worideim Exhausted
(See Transaction el 1 6= Womsa Funds
provided

vahems 550
I e 7 Transaction Lype Numerie | 1 Yo I
. Indic ates of the Nar ragurad v | = Bagmmung Balance I

A — Pl
expense or 2 deposit Deieze 3 = Madacal B, Expense

4 = Taxes Paod on Interest

% = Ammaal WCMSA Funds Exhansted

SanaCt0n b AR Asmon d = 2 = Imturent Earmed
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COB:R WCMSA File Upload
Confirmation

Benefits and Recovery

* File name wiill dfMS Workers’ Compensation Set-Aside Web Portal CPBR
appear, Hemm CMS Links
showi Ng it WCMSA File Upload Confirmation
was uploaded
successfully. |l s

e Date and time possesen
of upload will ||

a p p ear. Click Contnue 1o retum to your Home page
e Click

Continue to Costins

your Home

page.
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COB:R WCMSA Response File
Coordination o DOwn |Oa d

Benefits and Recovery

i ClICk on the flle I"d like to...
name to download
the file.

o  Case Accass Hom A Links How 0 - Comtiact L Logo : ]
WCMSA Response File Download |
* Files are available HesE —

Download Response File

for one year if s
number of files
Files Available for Download

does not exceed i = _
500 files. oo

WCMSA 20190515 Cix 0552018 Lol

(;_“_'{MS Workers' Compensation Set-Aside Web Portal COBR

* Note: If you upload e T s
a large number of s o s
files and want to e s
keep them for S =
longer than one s zosmss o o
year, you will need
to save an I
electronic copy for

future reference.
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sima RESPONSE File Layout/Error Codes

Benefits and Recovery

Table B-2: Professional Administrator Response File Lavout

Field | Field Name Format Max Description / Value
* The Professional LA _  Length | !
1 Account ID Numene £l Professional Admumistrator Account ID submitted on

Administrator Response | | | | the It fle

File Layout table can be 2 DCN Text 15 i@rﬁdﬂfmt;jFi;:e.«nL1dﬂmnw
used to identify eaCh field 3 :Aﬂion ::-":'..en: 1 Action submitted on the nput file.

in your response file and 4 Caze ID Text 15 -_f::; E{a;:zfe:sa::m Case Control ID submitted
also provides a

description of that field. Table B-3: Professional Administrator Response File Error Codes

Error |Related Field Error Description

 The Professional Code
Administrator Response "ROL|Accomst D Gield 1 Tavalid Account ID
File Error Codes table can QR gy ey
be used to identify the 8 TNk S i M itk

Corresponding fleld and RO2 DCN (Faeld 2) I“lﬁ:;;c";“""‘ B

description of the error ' A G ———

that Ca used you r fl Ie to — - | matches the DCN on 2 previously accepted record for the Case
not be processed . RO3 Action (Fiald 3) Invakd Action

*  Action i mmsme from the tramsaction record, or
* Ths Action 1s not aqualto 0" or ']
RO4 Caza ID (Field 4) Mizzing Caze ID

s Case ID 15 missing from the transaction record

RO5 Case ID (Field 4 Administrator not aszociated to Caze

¢  The EIN of the case Admmustrator does not match the EIN of the
Professonal Adounmtrator Account that submitted the transaction
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Case Information (Corp)

Benefits and Recovery

Reference Materials Contact Us

Case Information

* New tab
{ IW M S ’ Beneficiary/Claimant * || Diagnosis Codes * Prescriptions * WC Carrier * Employer* Attorney Notes

Documents * Summary

WCMSA Administrator

A d St ”
I I I I n I St ra t O r As part of the new case creation process, you are required to identify the administrator of the WCMSA. The default option is "Self.

. A self-administrator is a Medicare beneficiary who is administering their WCMSA on their own behalf. The Rep Payee option is for
W I I I b e non-corporate entities who are administering the WCMSA on behalf of a beneficiary. The Professional Administrator option means

that a professional entity will administer and account for the WCMSA that was established to protect Medicare's interests. Click
Continue to proceed or save the case as a work-in-progress.

L]
d I S p I aye d . *Note: When the Administrator Type is ‘Professional Administrator’, a copy of the Professional Administrator Agreement is required

before you can submit this case. You can upload this document on the Documents tab

An asterisk (*) indicates a required file.

i Ad ministrator Self-Admin: Medicare

Administrator Type:™ . . .
Ty p e iS a ® Self |' Rep Payee " Professional Administrator benEfICIary Who IS
administering on their

Name: |[FirstName last

req u | FEd flEld Address Line 1: [Ong west Pann Ave own behalf.

Address Line 2

as indicated by

State: | Maryland v

the asterisk.

Phone: [123 - (234 - 4567

Fax: [123 - 234 - 4567

e Default option
is “Self.”

| Previous || Next Save Work-In-Progress || Case Summary || Cancel Case Creation

Privacy Policy ~ User Agreement  Adobe Acrobat
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o CaSE INformation (Corp) (2)

Benefits and Recovery

* Rep Payee:
For non-
corporate
entities who
are
administering
on behalf of a
beneficiary.

Administrator Type:*

Self| ® Rep Payee | ' Professional Administrator

Name:*
Address Line 1:*
Address Line 2:
City:*

State:* | Maryland
Zip Code™"
Phone:”
Fax:
E-mail Address:”

Re-enter E-mail Address:

32
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o CaS@ INformation (Corp) (3)

Benefits and Recovery

* Prof. Admin: A PP
prﬁfe(SjSIOI‘]altentlth Self Rep Payee| '® Professional Administrator
will administer an
account for the Name
WCMSA that was EIN-
established to Address Line 17
protect Medicare’s fdiesstine 2
interests. ;: o '

* This requires a Zip Code”
copy of the Prof. Phone”

Admin Agreement Fax:
before the case E-mail Address
can be Smeitted_ Re-enter E-mail Address

R
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Coordination of
Benefits and Recovery

e Set-Aside
Administrator or
Copy of
Agreement will
be required for
new cases whose
admin type is
marked as a
Professional
Administrator.

Case Documents

Case Information

Beneficiary/Claimant * WCMSA Administrator * Diagnosis Codes * Prescriptions * WC Carrier * Employer *

| Summary
Case Documents

Below is a list of the documentation that is attached to this case. To add documentation to the case, click the Add Files link under
the document type you would like to add. Documents must be in PDF file format and cannot exceed 40 MB (megabyles). Medical
records must be separated into files that contain less than 100 pages. Please create separate files BEFORE attaching these files

To delete documentation, lacate the document and click the 'Delete’ bution that appears to the right of the file name. This will
permanently remove the document from the Web Portal. You will not be able to delete any files that were uploaded to the WCMSA
Web Portal when the case was submitied

If a document must be replaced a ‘Replace’ link will appear to the right of the file name.
An asterisk (*) indicates a required file
05 - Submitter Letter or Other Summary Documents
Submitter Letter.pdf 2010-01-20 Delete
Add Files
10 - Consent Form *
Consent Form.pdf 2010-01-20 Delete
Add Files
15 - Rated Age Information or Life Expectancy
Add Files
20 - Life Care Plan *
Add Files
25 - Proposed/Final Seftlement Agreement or Proposed or Court Ordered *

SettiementDoc pdf 2010-01-20 Delete

Add Files

30 - Set-Aside Administrator or Copy of Agreement * (Required for new case submission when the identified case

adminisirator is Professional Adminisirator)

Add Files

Attorney

MNotes
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Coordination of
Benefits and Recovery

Case Summary Cont. (Corp)

Use the Edit button to
make changes if
needed.

Document Type 30 has
been added to the Case
Documents section.

An indicator has been
added and will appear if
the Administrator Type
is Professional
Administrator and the
document type 30 was
not added.

Click Submit Case once
you have verified all
information is correct.

Case Administrator

Administrator Type: Self

Name: FirsiName Last

Address Line 1: 3354 Maple Avenue

Address Line 2:

City: Baltimore

State: Maryland

Zip 21236

Phone: (410)555-T373
Fax: (410)555-7373
Email: TEST@test.com

Middle section of Page

Diagnosis Codes
Diag Code

933
5933

Prescription Drugs

Is claimant currently taking or expected to take pfe

Delete

Case Notes

2010-02-08  John Smith Attached additiong
2010-01-10  John Smith  Collecting documd

Case Documents

05 - Submitter Letter or Other Summary Documents *
subletter pdf

10 - Consent Form *
ConseniForm. pdf

15 - Rated Age Information or Life Expectancy

20 - Life Care Plan *

longCare. pdf

25 - Proposed/Final Settl Agreement or Prop

longCare.pdf

30 - Set-Aside Admini

or or Copy of A

35 - Medical Records (15t Report of Injury through Recent Treatment)
Medical pdf

40 - Payment History *

payment,pdf

45 - Future Treatment Plans

50 - Supplement'Additional Information

Previous Save Work-In-Progress

Bottom section of Page

d or Court Ordered *

Manage —':.-.:‘.-I Submit Case I Cancel Case Creation | | New Search
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enerSoordton ot Additional Resources

* WCMSAP User Manual

e WCMSAP Training Materials

* EDI Department: 1-646-458-6740
* Email: mspcentral@cms.hhs.gov

36


https://www.cob.cms.hhs.gov/WCMSA/assets/wcmsa/userManual/WCMSAUserManual.pdf
https://www.cms.gov/Medicare/Coordination-of-Benefits-and-Recovery/Workers-Compensation-Medicare-Set-Aside-Arrangements/WCMSAP/WCMSA-Portal.html
mailto:mspcentral@cms.hhs.gov

Questions & Answers




WC Attestation Enhancement Professional Administrator Webinar Slide Notes

Slide 1: Workers' Compensation Attestation Enhancement Webinar
for Corporate Users and Professional Administrators

Welcome to the Workers' Compensation Attestation Enhancement Webinar for Corporate Users and
Professional Administrators.

Slide 2: Presentation Topics

Throughout this presentation, we will look at the background information, purpose of the
enhancement, how to register as a Professional Administrator, new functionality and additional
resources.

Slide 3: Background Information

Today, each year, no later than 30 days after the anniversary date of the Workers’ Compensation
settlement, you must send an attestation to Medicare’s Benefits Coordination & Recovery Center
(BCRC) stating that you have used the funds in the account correctly. In the past, transactions
regarding Workers’ Compensation Medicare Set-Aside (WCMSA) accounts, including annual
attestations, had to be completed using U.S. Mail.

Slide 4: Purpose of Enhancement

The purpose of this enhancement is to add functionality to allow Professional Administrators to
register accounts on the Workers’ Compensation Medicare Set-Aside Portal (WCMSAP) as well as
functionality to allow Professional Administrators to submit files of account transactions and view
account balance information related to WCMSA accounts for which they administer. This eliminates
the need to submit information on WCMSAs via U.S. Mail, but mailing is still an option if preferred.

Slide 5: Registering as a Professional Administrator

We will begin by looking at the process of registering as a Professional Administrator.

In order to use the WCMSAP, Professional Administrators will be required to complete a two-step
process: Registration and Account Setup.

Registration will be completed by the company’s named Account Representative. This is the individual
in the organization who has the legal authority to bind the organization to a contract and the terms of
WCMSAP requirements and processing. The Account Representative will complete the initial step in
the registration process, but will not be provided with a Login ID.

Account Setup will be performed by the company’s named Account Manager. The Account Manager
will control the administration of the Professional Administrator account. They may also invite other
company employees or data processing agents to assist.

Slide 6: Registering as a Professional Administrator (2)

Entities who wish to use the WCMSAP as a Professional Administrator are required to create a new
WCMSAP account. This means an Account Representative (AR) will have to be named and perform
the initial registration steps and invite an individual Account Manager to complete the Account Setup.
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The Account Manager can then invite Account Designees. After the account has been set up, the
Account Manager or Account Designee for the account can request case access for each case they have
authority to administer and are required to provide the current/opening balance for all existing
WCMSASs they want to administer on the WCMSAP before transaction records will be accepted for
the case.

Note: Professional Administrators will only need to provide the opening balance for cases that were set
up prior to this enhancement that they wish to submit transaction records for in order to no longer have
to submit a paper attestation.

Slide 7: Login Warning Page

Anytime you access WCMSAP, the Login Warning page will appear, and you will need to click “I
Accept” to continue to the Welcome Page.

Slide 8: Welcome to WCMSAP
From the Welcome to the WCMSAP page, you will be able to register for your Professional

Administrator account by clicking the New Registration link.

Note: As noted previously registering for an account is a two-step process, the user will come back to
this page to complete Step 2: Account Setup. Users will return to the Welcome page to login once
account setup is completed.

Slide 9: Select Account Type

Next, the Select Account Type page will appear. You will need to select the radio button for
Professional Administrator and then click next. You will notice the statement associated with the
selection that indicates the entity is registering with an Employee Identification Number (EIN) and will
be the responsible party for administering MSA funds and reporting to Medicare.

Note: Users can use the Quick Help - Help About This Page link to get more information about each
page and the fields within that page.

Slide 10: Professional Administrator Information

You will then see the Professional Administrator Information page. All information with an asterisk is
required and will need to be completed before clicking the next button to proceed to enter your
Account Representative information.

Slide 11: Account Representative (AR) Information

The Account Representative Information page will appear. Again, all information with an asterisk is a
required field and must be completed before continuing. Click Next to continue.

Slide 12: Registration Summary

You now can review all the information you have entered on the Registration Summary page. Use the
Edit buttons next to each section to make corrections and submit your Registration for a Professional
Administrator Account.
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Slide 13: Thank You

When a registration application is submitted, the information provided will be validated by the
Benefits Coordination and Recovery Center (BCRC). Once this is completed, the BCRC will send a
letter via the US Postal Service to the named Authorized Representative with an Account ID and
personal identification number (PIN). Your Account Representative should receive the PIN letter
within 10 business days after the New Registration step is completed. The Account Manager will then
use this information to complete your account setup. The Account Manager or any authorized Account
Designees will then be able to access your account. Use the link at the bottom of the page to return to
the Welcome page.

Note: For more information on Account Setup, please see the Corporate/Professional Administrator
Account Setup training on CMS.gov.
Slide 14: Functions of a Professional Administrator

Next, we will look at the functions a Professional Administrator has by accessing your Account ID.
Slide 15: WCMSAP Account List

After accessing your account from the Account List page, you will now see your associated account ID
for your Professional Administrator account listed on the Account List page.

Slide 16: WCMSAP Account List (2)

Let’s look at your options/functions under your account ID. “The WCMSAP provides an interface for
you to view summary information for WCMSA cases you administer by utilizing the Case Lookup
function. You can also upload account transaction files and receive corresponding response files for
the WCMSASs you administer.” Let’s go ahead and look at the Account ID link for your Professional
Administrator Account.

Slide 17: WCMSAP Home Page

As a Professional Administrator, you will be able to perform a Case Lookup, Request case access,
upload transaction files and download response files. Let’s look at each of the options beginning with
Requesting Case Access.

Slide 18: New Case Request

The Request Case Access will allow you to associate cases with your Login ID if the Employee
Identification Number (EIN) for the Administrator of the case matches the EIN of the Professional
Administrator account from which you are requesting access to the case. This will allow you to view
the current balance of the case in the WCMSAP in order to reconcile their accounts. For the New Case
Request, enter all required data and click continue.
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Slide 19: New Case Request Confirmation

The information entered will appear on the New Case Request Confirmation page showing that you
have successfully associated the case to your account. Click Continue to return to New Case Request

page.
Slide 20: New Case Request — Upload Documentation

When final settlement documentation has not been received, you will not be able to perform a new
case request until this information has been provided and validated. You may use the Upload
Documentation button to perform this action. The Upload Documentation button will only appear if
the case requested has been previously approved, but the settlement documentation has not been
received yet. When the Upload Documentation button is active, the Continue button will be disabled.

Slide 21: New Case Request — Submit Files

Once the documents are uploaded, they will now appear on the New Case Request page with a Delete
link to the file/document if you wish to make changes or have chosen the incorrect file name.
Otherwise, click the Submit Files button to submit the file(s).

Slide 22: Settlement Documentation Submission Confirmation

The Settlement Documentation Submission Confirmation page will be displayed to confirm that your
document was successfully submitted for the indicated WCMSA case number. Once the
documentation has been validated, you will be able to perform the new case request to associate the
case to your Account ID. Click Continue to return to the Home page.

Slide 23: WCMSA Case Lookup

The Case Lookup page allows you to search for cases associated with your login ID in order to view
the current balance of the case. Enter the Case Control Number, the Medicare ID, or SSN and click
search.

Note: The Settlement Date Range fields are for potential future use only.
Slide 24: Case Lookup Results

The Case Lookup page will return a set of results that match the criteria entered. This page will display
the WCMSA for each case where the request case access function has been successfully performed.
Click Continue to return to the Home page. Note: It is possible that the search criteria may return
multiple results for an individual claimant.

Slide 25: WCMSA File Upload

Moving on to the Upload File link, this option will allow Professional Administrators to upload
transaction files in .csv format. You access this page by clicking the Upload File link on your home
page, located at the top left corner of this slide. You will use the Choose File button to enter the file
name or browse your PC for the file. Once the file has been located, you can click Continue to upload
the file.
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Note: PAs will also be able to see a list of previously uploaded files in the table on this page.

Slide 26: File Layouts

For assistance with creating the input file, please see the Professional Administrator Transaction File
Layout in Appendix B in the WCMSAP User Guide. The Transaction Types that can be submitted are:
1 — Beginning Balance

2 — Interest Earned

3 — Medical/RX Expense

4 — Taxes Paid on Interest

5 — Annual WCMSA Funds Exhausted

6 — WCMSA Funds Completely Exhausted

You will be required to submit the beginning balance for each case that was in process/previously
approved prior to Oct 7th.

Slide 27: WCMSA File Upload Confirmation

The File Upload Confirmation page will appear, showing the file was uploaded successfully along with
the date and time it was uploaded. Click Continue to return to your Home page.

Slide 28: WCMSA Response File Download

Lastly, the Download Response File option will allow you as the Professional Administrator to
download response files created for transaction files you have submitted. To download a file, click on
the file name. The table will display the file names of up to the most recent 500 files uploaded for the
year, a maximum limit of 500 files will be displayed. If you wish to return to the Home page at any
time, click Continue.

Note: If you upload a large number of files and want to keep them for longer than one year, you will
need to save an electronic copy for future reference.

Slide 29: Response File Layout/Error Codes

When reviewing your response files, you can again reference the WCMSAP User Guide, Appendix B
for the Response File Layout and Error Codes.

Slide 30: Updated Functions for Corporate Users
Finally, we will look at the updated functions for a Corporate user.
Slide 31: Case Information (Corp)

When creating a case through the Create a New Case link, you will now see a new tab for WCMSA
Administrator has been added. As part of the new case creation process, you will be required to
identify the administrator of the WCMSA. The default option is “Self.” A Self Administrator is a
Medicare beneficiary who is administering their WCMSA on their own behalf.
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Slide 32: Case Information (Corp) (2)

The Rep Payee option is for non-corporate entities who are administering the WCMSA on behalf of
the beneficiary.

Slide 33: Case Information (Corp) (3)

The Professional Administrator option means that a professional entity will administer and account for
the WCMSA that was established to protect Medicare’s interests. When the Professional Administrator
type is selected, the Professional Administrator Agreement is required before you can submit the case.

Slide 34: Case Documents

You can upload the Set-Aside Administrator or Copy of Agreement on the Documents tab. You will
see that the document is marked with an asterisk indicating that it is required. Click the Add Files link
for the Set-Aside Administrator or Copy of Agreement to add the required document. You will not be
able to submit the case until this document and all other required documents have been added.

Slide 35: Case Summary Cont. (Corp)

Once all your information has been entered and your required documents attached, you will continue to
the Case Summary Tab to confirm your data. You will see that the Case Administrator section has
been added and the Case Documents section has been updated to include the Set-Aside Administrator
or Copy of Agreement section. If the document was not added, a new indicator has been added to alert
you that a document is required for document type 30 for new case creation if the Administrator Type
is Professional Administrator. Once all information has been verified, click the Submit Case button.

Slide 36: Additional Resources

Additional information can be found in the WCMSAP User Guide which is available in the Resources
link in the portal and in the WCMSAP Training Materials available on CMS.gov. For any issues with
your WCMSAP account, contact the EDI Department at 1-646-458-6740.

Slide 37: Questions & Answers

This concludes our presentation. We will now move into the question and answer portion of the
webinar.
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Acronyms

AD Account Designee

AM Account Manager

AR Account Representative

BCRC Benefits Coordination & Recovery Center
CMS Centers for Medicare & Medicaid Services
EDI Electronic Data Interchange

EIN Employee Identification Number

MSA Medicare Set-Aside

PA Professional Administrator

PIN Personal Identification Number

WCMSAP Workers’ Compensation Medicare Set-Aside Portal
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