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Slide notes

Welcome to the Commercial Repayment Center Portal (CRCP) New Registration - PIN Request course.
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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 in the CRCP User Guide found under the
Reference Materials menu at the following link:
https://www.cob.cms.hhs.gov/CRCP/.

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 in the CRCP User Guide found under
the Reference Materials menu at the following link: CMS CRCP Website.
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Course Overview

* Registration and Account Setup - 2 Steps
= Step 1 - PIN Request
o CRCP User Roles
o Authorized Representative’s next steps
= Step 2 - Account Setup

o See “Account Setup” course

Slide notes
The CRCP requires a two-step process to register and setup a new account:

Step 1: New Registration - PIN Request (performed by the Authorized Representative, or another
person on the Authorized Representative’s behalf) and

Step 2: Account Setup (performed by the Account Manager).

This module reviews the New Registration - PIN Request process, including the CRCP User Roles and
Authorized Representative’s next steps after New Registration - PIN Request completion. See the
“Account Setup” course for information on Step 2.
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Authorized Representative

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

* Note: If the person named as the Authorized
Representative needs to be replaced after the registration
has been completed, the Account Manager can make the
change on the CRCP

Slide notes
To begin, the employer/insurer entity must identify the Authorized Representative.

The Authorized Representative is the individual who has the legal authority to bind the company to the
contract and the terms of CRCP requirements and processing.

Note: If the person named as the Authorized Representative needs to be replaced after the New
Registration - PIN Request has been completed, the Account Manager can make the change on the
CRCP.
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Authorized Representative

 Complete the PIN Request

* Designate the Account Manager

Approve Account Setup

Sign and return the Profile Report

Slide notes

The Authorized Representative, or someone approved by the Authorized Representative, must
complete the New Registration (PIN Request) on the CRCP and provide all of the information requested
by the system.

This person is responsible for designating the Account Manager.

Additionally, the Authorized Representative must approve the Account Setup, by physically signing the
Profile Report and returning it to the Benefits Coordination & Recovery Center (BCRC) Electronic Data
Interchange (EDI) Department. The Profile Report is generated after the Account Setup process is
completed.

It includes all information previously recorded during the New Registration - PIN Request, and any
additional information provided during the Account Setup.
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Authorized Representative

* Cannot be a CRCP user

= Cannot be the Account Manager or Account Designee

» Can register as the Authorized Representative for more
than one CRCP account

Slide notes

The Authorized Representative cannot be an actual user of the CRCP, that is, cannot be the Account

Manager or Account Designee. However, he or she can register as the Authorized Representative for
more than one CRCP account.

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

* Account Manager (only) functions
= Complete Account Setup
= Administer the CRCP account
= |nvite other users (Account Designees to assist)
« Account Manager and Account Designee functions

» Track GHP recovery cases
» Submit documented defenses

Slide notes
The Account Manager is assigned by the Authorized Representative.

This individual is responsible for completing Account Setup, administering the account on the CRCP,
and inviting others to assist as Account Designees.

Both the Account Manager and the Account Designee have the ability to track Group Health Plan (GHP)
recovery cases and submit documented defenses.
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PIN Request on the CRCP

* PIN Request requires
= Account Type selection
= Company Tax Identification Number (TIN)
= Authorized Representative contact information
o Name, Job Title, Address, Phone, and E-mail
» Letter Information (Defense or Demand)
o Letter ID

o Key piece of information from the letter

Slide notes

Once the Authorized Representative has been identified, they may complete the New Registration -
PIN Request process.

The New Registration - PIN Request will require the selection of the Account Type (Employer and Other
Plan Sponsors or Insurers and Claims Processing Third Party Administrators), Company Tax
Identification Number or TIN; Authorized Representative contact information, that is, Name, Job Title,
Address, Phone, and email; and letter information.

To supply the letter information, the Authorized Representative will need one of the following letters
that were received from the Commercial Repayment Center (CRC): Defense or Demand.

The Authorized Representative will need the Letter ID and a key piece of information from that letter.
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CIMNMS Commercial Repayment Center Portal COB:R

Coordination of
CENTERS FOR MEDICARE & MEDICAID SERVICES Benefits and Recovery

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 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 action and/or civil and criminal penalties.

Personal use of social media and networking siles on this system is limited as to not inferfere with official work duties and is subject to monitoring.
By using this system, you understand and consent to the following:

The Government may menitor, 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 reasonable expectafion of privacy regarding any communication or data transiting or stored on this system. At any time, and for any lawful Government
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 lawiul Government purpose.
Privacy Act Statement

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, C.F.R. 411.24). The information
collected will be used to identify and recover past conditional and mistaken Medicare primary payments and to prevent Medicare from making mistaken payments in the future
for those Medicare Secondary Payer situations that continue to exist. The Privacy Act (5 U.S.C. 552a(h)), as amended, prohibits the disclosure of informafion maintained by
the Centers for Medicare & Medicaid Services (CMS) in a system of records fo third parties, unless the beneficiary provides a written request or explicit written
consent/authorization for a party to receive such information. Where the beneficiary provides written consent/proof of representation, CMS will permit authorized parties to
access requisite information.

Attestation of Information
The information provided is complete, truthful, accurate, and meets all requirements set forth to use this process.

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

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

Slide notes

The Authorized Representative, or another person on the Authorized Representative’s behalf, will
begin the PIN Request process by going to the CRCP URL at: https://www.cob.cms.hhs.gov/CRCP/.

Each time a user visits the CRCP website, the Login Warning page appears. This page provides
information about CRCP security measures including access, penalties, and privacy laws.

Scroll to the bottom of this page to review the entire statement. All users must agree to the terms of
this warning each time they access the CRCP. Click the | Accept link at the bottom of the page to
continue.
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About This Site ~ CMS Links - How To... ~ Reference Materials = Contact Us

Welcome to the CRCP

The Commercial Repayment Center Portal {CRCP) is a secure web-based system that provides EmployersiOther

Plan Sponsors and Insurers/Third Party Administrators with a way to manage their Group Health Plan (GHP) Login ID:

recovery aclivities more efficiently. With the use of this porial, users may view demand information on line and u
submit defense documentation electronically.

Sign in to your account:

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

hittp:/iveww. medicare gov/about-us/mondiscrimi discrimir nofice htm Password:

CRCP Messages W
Forgot Password

7I3/2023 Important Note: An updated CRCP User Guide is now ilable at the Refe ial link above.

Updates in this version include the ability for CRCP users to now submit correspondence on the CRCP for any - Clear

case that has not been referred to Treasury. A Submit Documentation button has been added to the Case

Information page, along with subsequent pages used to upload and submit documenis. Please refer to Chapfer 1
for a full summary of updates.

Getting Started

Reagistraticn is required to use this application. Your Authorized R: ive must lete the New
Registration (PIN Requesi) and your Account Manager must complete the Account Sefup. These individuals
cannot be the same person.

The Authorized Representative (AR is the person in your organizafion who has the legal authority to bind your
organization to a contract and to the terms of CRCP requirements. This is usually a senior executive or partner of
your company or firm. The AR has ultimate accountability for the information submitied on the CRCP.

The Account Manager (AM) is the person who will actively manage the GHP case workload for the account. This
includes inviting Account Desig (ADs) and ing their access to the account.

For more information on the registration process and CRCP user roles, please refer fo the How to Get Starfed help
document, located under the How To menu on the Navigation bar. To begin the registration process, your CRCP
Authorized Representative will click the New Registration (PIN Request) button.

Step 1 Step 2

New Regqistration (PIN Request) Account Setup

{Letter ID and TIN required) {Account 1D and PIN required)

CMS/HHS Vulnerability Disclesure Policy | Privacy Policy | User Agreement | Adobe Acrobat

Slide notes

The Welcome to the CRCP page will appear. Click the New Registration - PIN Request button to initiate
this process.
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About This Site ~ CMS Links ~ How To... ~ Reference Materials ~ Contact Us

Personal Identification Number (PIN) Request SRR

The information requested on this page will be used to verify that the registrant has the correct credentials to register the entity for a Commercial Repayment Center Portal
{CRCP) account. In order to compleie the PIN Request, you will need one of the following letters from the Commercial Repayment Center: Defense or Demand

At the ful letion of the PIN Req t. you will be provided with an Account ID and emailed a PIN which will be used by your Account Manager to complete the final
part of the registration process and set up the account. When you have completed your entry, click Continue to proceed. Click Cancel to cancel the PIN Request process.

An asterisk (*) indicates a required field

Company Information

* Select the type of Account for which you are registering: Please Select ~

* Company Tax Identification Number (TIN):

Letter Information

Enter and re-enter the Letter ID for the letter you are using to request a PIN: Entry Hint

* Letter ID:

* Re-enter Letter ID:

* Select the type of letter you are using to request the PIN and provide the required key piece of information for that letter type: Enfry Hint
() Defense Letter - Enter the Case ID:

(") Demand Letter - Enter the Total Debt Due printed on the letter:

Slide notes

The Personal Identification Number (PIN) Request page will appear.

The information entered on this page will be used to verify that you have the appropriate credentials
to create a CRCP account. All fields denoted with an asterisk are required.

Click the drop-down arrow to select the type of account you are registering for: employer (applies to
employers and other plan sponsors) or insurer (applies to insurers and claims processing Third Party
Administrators or TPAs). Enter the 9-digit Company TIN.

A masked TIN is found in the upper left corner of the Defense or Demand letter in the “Regarding”
section of the letter.

Note: The CRCP will not allow the Authorized Representative to complete the PIN Request with a blank
TIN. The TIN supplied is used to authenticate the registrant prior to establishing the CRCP account.

Enter and re-enter the Letter ID for the letter you are using to request the PIN. The Letter ID is a
number that begins with ‘86’.
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This number can be found in the upper left corner of the Defense or Demand letter in the “Regarding”
section of the letter.

You must enter all numbers when you are keying the Letter ID on this page. Spaces and special
characters are not allowed.
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About This Site ~ CMS Links ~ How To... ~ Reference Materials ~ Contact Us

Personal Identification Number (PIN) Request SRR

The information requested on this page will be used to verify that the registrant has the correct credentials to register the entity for a Commercial Repayment Center Portal
{CRCP) account. In order to compleie the PIN Request, you will need one of the following letters from the Commercial Repayment Center: Defense or Demand

At the ful letion of the PIN Req t. you will be provided with an Account ID and emailed a PIN which will be used by your Account Manager to complete the final
part of the registration process and set up the account. When you have completed your entry, click Continue to proceed. Click Cancel to cancel the PIN Request process.

An asterisk (*) indicates a required field
Company Information

* Select the type of Account for which you are registering: Please Select ~

* Company Tax Identification Number (TIN):

Letter Information

Enter and re-enter the Letter ID for the letter you are using to request a PIN: Entry Hint

* Letter ID:

* Re-enter Letter ID:

* Select the type of letter you are using to request the PIN and provide the required key piece of information for that letter type: Enfry Hint

) Defense Letter - Enter the Case ID:

~y Demand Letter - Enter the Total Debt Due printed on the letter:

Slide notes

Next, select the radio button for the type of letter (Defense or Demand) you are using to request a PIN.

Finally, include the required key piece of information for that letter type. You can locate this
information at the top of each letter in the “Regarding” section.

If you are using a Defense Letter, enter the Case ID. If the Case ID begins with a ‘C’, include these
characters when you enter the Case ID.

For a Demand Letter, enter the Total Debt Due printed on the letter. Enter the dollar amount in the
Dollars field and the two-digit cents amount in the Cents field. Do not enter the dollar symbol or the
decimal.

After all required information has been entered, click Continue.
Note: If at any point during the New Registration - PIN Request process you wish to stop, click Cancel.

Once clicked, a Cancel Confirmation page displays where you will be given the opportunity to continue
with the cancel request or return and complete the New Registration - PIN Request process.
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Validation

» System validates each field

= |f errors are found, the system displays a message indicating
what error(s) were found

° You must correct the error before proceeding

= System revalidates the data once it has been entered

Slide notes

The system will validate each field on each New Registration - PIN Request page for accuracy and
completeness.

If errors are found, the system displays applicable error messages on the screen indicating what error
condition or conditions were found.

When errors are discovered, you must correct the error before the system will allow you to proceed.
Once the data has been corrected, the system will revalidate all data that has been entered.
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@S Commercial Repayment Center Portal COB:R

Coordination of
Benefits and Recovery

Contact Us

Contact the Benefits Coordination & Recovery Center (BCRC)

If you have a problem with Account Setup, Login or Password issues or other technical problems using the CRCP, please contact an EDI Representative at the BCRC. EDI
Representatives are available to assist you Monday through Friday, from 9:00 a.m. to 5:00 p.m., Eastemn Time, except holidays, at: (646) 458-6740.

Contact the Commercial Repayment Center (CRC)

If you need assistance regarding a Documented Defense or specific information related fo a Group Health Plan recovery case, please contact the CRC. CRC Customer

Service Representatives are available fo assist you Monday through Friday, from 8:00 a.m. te 8:00 p.m., Eastern Time, except holidays, at toll-free lines: 1-855-798-2627
(TTY/TDD: 1-855-797-2627 for the hearing and speech impaired).

Slide notes

If the Letter ID, key data element and/or TIN entered on the PIN Request page cannot be matched to a
record in the CRCP, the Contact the Commercial Repayment Center (CRC) page displays.

Contact a CRC Customer Service Representative at 1-855-798-2627 for assistance. After you have
resolved the issue, you may attempt the New Registration - PIN Request process again.
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CIM'S Commercial Repayment Center Portal COB-R

Coordination of

CENTERS FOR MEDICARE & MEDICAID SERVICES Benofits and Recovery

About This Site ~ CMS Links ~ How To._. ~ Reference Materials ~ Contact Us

Authorized Representative (AR) Information M e

The person named on this page should be the individual in the organization who has the legal authority to bind the organization to a contract and the terms of CRCP
requirements. Thig individual will not be able to access the CRCP application and cannot be a user of this system

The AR must approve the organization’s profile during the initial account setup and through any subseguent changes. Please refer fo the Data Use Agreement in the CRCP
User Guide to make sure the person named as the enfity's AR has the authority to sign this agreement.

When you have completed your entry, click Continue to proceed. Click Cancel to cancel the PIN Request process. If you click Cancel, all data will be lost

An asterisk (*) indicates a required field.

“AR First Name: a Mi: “Last Name:

“AR Title:

*AR E-Mail Address:

*Re-enter AR E-Mail Address: n

* AR Phone: - - a - Ext:

Fax: : ...}

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

Slide notes

After successfully completing the PIN Request page, the Authorized Representative (AR) Information
page will appear. Information related to the Authorized Representative must be entered on this page.

It is critical that you enter the correct contact information for the Authorized Representative, including
his/her correct email address.

If you enter the email address of the Account Manager or Account Designee instead of the email
address of the Authorized Representative, those individuals will be unable to register as users of the
CRCP.

Note: The Authorized Representative can only have that one role in the CRCP. This person cannot be an
Account Manager or an Account Designee.

The CRCP will verify that the submitted email address for the Authorized Representative does not
match an email address for any CRCP Account Manager or Account Designee, otherwise an error will
display.

After entering the Authorized Representative information, click Continue to proceed.
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About This Site ~ CMS Links ~ How To... ~ Reference Materials ~ Contact Us

PIN Request Summary €D Quick Help

Please verify that the information displayed on this page is comrect. If any changes are necessary, click the Edit button next to the section that requires medifications

If you are satisfied with the information, click Continue. Click Cancel to cancel the PIN Request process. If you click Cancel. all data will be lost. You may print this page for your

records.
Personal ldentification Number (PIN) Request Inf i
Account Type: Insurer - Insurers and Claims Processing Third Party Administrators (TPAs)
Company Tax ldentification Number (TIN): 123456739
Letter ID: 862233445566
Letter Type: Demand Letter
Letter Key: 03/17/2014
Authorized Representative (AR} Information
AR Name: FirstMame M Lasthame
AR Title: Auth Rep.
E-mail Address: pinrequestemail@emaildomain.com
Phone: {123) 111 - 1234 Ext: 34567
Fax: (111} 111 - 1111

Company Information

Company Name: ACME Insurance

Cancel m

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

Slide notes
The PIN Request Summary page displays. You can print this page by clicking the Print this page link.

This page lists all of the information that was previously entered. Review and verify all information
before continuing.

To make any corrections, click the Edit button next to the applicable section. The system will display
that entry information page.

For example, to change information entered on the Personal Identification Number, or PIN Request
page, click the Edit button displayed next to that page heading. When the Personal Identification
Number (PIN) Request page displays, add, change, or delete any information. Once all corrections have
been made, click Continue until you have navigated back to the PIN Request Summary page.
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About This Site ~ CMS Links ~ How To... ~ Reference Materials ~ Contact Us

PIN Request Summary

Authorized Representative (AR} Information

AR Name: FirstMame M Lasthame

AR Title: Auth Rep.
E-mail Address: pinrequestemail@emaildomain.com
Phone: (123} 111 - 1234 Ext: 34567

Fax: (1113 111 - 1111

Company Information

Company Name: ACME Insurance

Cancsl Continue

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

€D Quick Help

Please verify that the information displayed on this page is comrect. If any changes are necessary, click the Edit button next to the section that requires medifications

If you are satisfied with the information, click Continue. Click Cancel to cancel the PIN Request process. If you click Cancel. all data will be lost. You may print this page for your

records.
Personal Identification Number (PIN) R Infi
Account Type: Insurer - Insurers and Claims Processing Third Party Administrators (TPAs)
Company Tax ldentification Number (TIN): 123456739
Letter 1D: 862233445566
Letter Type: Demand Letter
Letter Key: 03/17/2014

Slide notes

When the PIN Request Summary information has been verified, click Continue to submit the PIN

Request.
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skip Navigation | Login 1D : (P ¥ IR ET

Commercial Repayment Center Portal COB&R

Coordination of
Benefits and Recovery

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICE

About This Site CMS Links ~ How To... = Reference Materials~ Contact Us

CRCP PIN Request Completed Successfully. Thank You. M it

You have successfully completed the PIN Reguest for the Commercial Repayment Center Portal. Your assigned Account 1D is: 123456
It is important to print this page for your records.

Next Steps

The information captured during the PIN Request process will be vetted to verify the Corporation is an appropriate submitter. After successful vetting, an email will be sent to
the Authorized Representative’s email address that was used to submit the PIN Reguest. This email will include your PIN only. It will not contain the Account ID.

Account Setup

Upon receipt of the emailed PIN, the Authorized Representative will be instructed to have the appropriate Account Manager return to the Commercial Repayment Center Portal
to complete Account Setup. The Account Manager will need to enter the Account 1D and PIN on the Account Setup page to begin setup.
If your AR does not receive the PIN email within 7 business days, please contact an EDI Representative by phone at: (646) 458-6740 or e-mail at: COBVA@ehmedicare.com.

Commercial Repayment Center Portal

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

Slide notes

The PIN Request Completed Successfully Thank You page appears confirming that the PIN Request has
been successfully submitted.

The assigned Account ID is displayed on the PIN Request Completed Successfully Thank You page. It is
important that you print this page for your records and to use when completing the Account Setup
portion of creating your account.

Click the Commercial Repayment Center Portal link to return to the Welcome to the CRCP page.
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Next Steps

* CRCP validates PIN Request information

* CRC mails letter to Authorized Representative
within 12 business days

= Includes the Account ID and PIN

= Sent to the business mailing address on letter used to submit PIN
Request

» Contact the CRC if letter is not received
within 12 business days

= CRC Phone: 1-855-798-2627

Slide notes

The information submitted in the New Registration - PIN Request step will be vetted by the CRCP to
ensure it is valid and complete. Within 7 business days, the CRC will email the Authorized
Representative.

This email will include the PIN and instructions for Account Setup. It will be sent to the email address
on the letter that was used to submit the PIN Request.

If this email is not received within 7 business days, contact an EDI Representative at 1-646-458-6740 or
by email at: COBVA@ehmedicare.com.

Note: The email will only include the PIN, the Account ID will need to be recorded from the “CRCP PIN
Request Completed Successfully. Thank you.” Page. Both are required when completing Account Setup.
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Next Steps

* Authorized Representative

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

* Account Manager
= Must complete the Account Setup on the CRCP

o Account ID and PIN are needed to begin

o Please see the “Account Setup” CBT for more information

Slide notes

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

The Account Manager will need to enter the Account ID and PIN to begin account setup. For more
information on the Account Setup process, please see the “Account Setup” CBT.
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Course Summary

* Registration and Account Setup - 2 Steps
= Step 1 - PIN Request
o CRCP User Roles
o Authorized Representative’s next steps

= Step 2 - Account Setup

o See “Account Setup” course

Slide notes
You are now able to discuss the two-step process to register and setup a new account in the CRCP:

Step 1: New Registration - PIN Request (performed by the Authorized Representative, or
another person on the Authorized Representative’s behalf) and Step 2: Account Setup (performed by
the Account Manager).

This module reviewed the New Registration - PIN Request process, including the CRCP User
Roles and Authorized Representative’s next steps after New Registration - PIN Request completion. See
the “Account Setup” course for information on Step 2.
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COB:R

Coardination of
Benefits and Recovery

You have completed the CRCP New Registration - PIN

Request course. Information in this course can be
referenced by using the CRCP User Guide found under
the Reference Materials menu at the following link:

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

Slide notes

You have completed the CRCP New Registration (PIN Request) course. Information in this course can
be referenced by using the CRCP User Guide found under the Reference Materials menu at the
following link: CMS CRCP Website.
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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:

https://www.surveymonkey.com/r/CRCPTraining.

TRAINING SURVEY

Slide notes

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