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Chapter 1:  Introduction  

 

Overview 

The Centers for Medicare & Medicaid Services (CMS) requires a mechanism to receive and evaluate 

future medical and future prescription drug costs for inclusion in Workersô Compensation Medicare Set-

Aside Arrangements (WCMSAs). The Workersô Compensation Medicare Set-Aside Portal (WCMSAP) is 

a Web-based application that allows attorneys, beneficiaries, claimants, insurance carriers, representative 

payees, and WCMSA vendors to:  

¶ Create a work-in-progress case 

¶ Submit WCMSA cases  

¶ Perform case lookups 

¶ Append documentation to a case 

¶ Receive alerts relating to case activity 

 

This user guide was written to help the user understand the WCMSAP and how to complete the 

registration and case submission processes. 

 

All implementation instructions are available on the WCMSAP dedicated Web page: 

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

Account Types 

Before beginning the registration process, you must determine your account type. There are three types of 

WCMSAP accounts: Corporate, Representative, and Self.  Account types are mutually exclusive; you can 

only select one account type.  

¶ Corporate account type indicates that the submitter is registering as a corporate entity 

with an Employer Identification Number (EIN).  Those registering as a Corporate 

account will regularly submit WCMSAP cases.   

¶ Representative account type is for non-corporate WCMSAP users.  These submitters do 

not have an EIN but will submit multiple cases.  

¶ Self submitters are Medicare beneficiaries, or individuals with a reasonable expectation 

of becoming a Medicare beneficiary within 30 months, who wish to submit a case for 

themselves.   

The account type selected determines both the basic information that is captured during the registration 

process and the level of vetting that is subsequently undertaken.  
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User Roles 

The WCMSAP permits multiple users per account to take part in the account registration and case 

submission processes. Each user is defined by one of three possible roles, and each user can only have 

one role within the WCMSAP:  

 

Account Representative (AR) Role 

The Account Representative (AR) role is for Corporate account types only.  Your AR is the individual 

who has the legal authority to bind the company to a contract and the terms of WCMSAP requirements 

and processing. Your AR has ultimate accountability for the companyôs compliance with WCMSAP 

submission requirements.  

 

Although the AR does not have direct access to the WCMSAP application and cannot be a user on the 

portal, the AR must approve the organizationôs profile during the initial account setup and through any 

subsequent changes. The AR is also the recipient of the more severe error notifications, such as non-

compliance. An AR cannot also be defined as an Account Manager (AM) or Account Designee (AD) for 

any account.  

 

The AR: 

¶ Performs the New Registration step on the WCMSAP but is not provided with a Login 

ID. They can NOT be an actual user of the system.   

¶ Designates the AM.  

¶ Must approve the account setup, by physically signing the Profile Report, including the 

Data Use Agreement and returning it to the COBC.  

Change your Account Representative by using the Update Corporate Information process, as described in 

Chapter 7. 

 

Account Manager (AM) Role 

Each WCMSAP Account must have an assigned Account Manager (AM). The AM is established during 

the account setup process.  Each WCMSAP account can have only one AM. This is the individual who 

controls the administration of an organizationôs account and manages cases, which includes managing 

case access. The AM can only be associated with one WCMSAP account. 

The AM is a registered user of the system. AMs have unlimited access to WCMSAP functionality and 

cases.  The submitter for Self account types is, by default, the AM for the account. For Corporate and 

Representative account types, the AM is assigned during the Account Setup process. (For Representative 

accounts, the submitter may be the AM, but they have the option to assign the AM role to another 

person). 

 

The AM: 

¶ Reviews, signs, and returns the Profile Report upon its receipt in order to be granted full 

access to all WCMSAP functionality. (For Representative and Self account types.) 

Note: For Corporate account types, the AM will only be granted access after the Profile 

Report is signed and returned by the Account Representative (AR). 

¶ Manages the WCMSAP accountôs profile information and updates general account 
information. 

¶ Submits new cases for the WCMSAP account they are associated with. 
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¶ Can view and update all cases for the WCMSAP account they are associated with. 

¶ Can add or replace documentation to a specific case for the account. 

¶ Can invite other users to function as Account Designees (AD). (ADs are for Corporate or 

Representative account types only.) 

¶ Can associate an AD to cases. 

¶ Can revoke an ADôs access to cases and/or an entire WCMSAP account. 

¶ Can submit a single case, as an AM or as a Representative Payee. (For Self account types 

only.) 

To replace an AM, the AR for Corporate accounts, or the orginal submitter for Representative accounts, 

must contact the COBC EDI Department.  
 

Account Designee (AD) Role 

At the organizationôs discretion, an Account Manager (AM) for Corporate or Representative account 

types may invite other individuals, known as Account Designees (ADs), to have access to the WCMSAP 

for the AMôs account. Corporate accounts may have up to 20 ADs associated with one WCMSAP 

account; Representative accounts may have up to 5. 

The AD: 

¶ Must register on the WCMSAP and obtain a Login ID and Password.  

¶ Can be associated with multiple WCMSAP accounts but only if invited by the AM for 

those accounts. 

¶ Can change their personal information on the WCMSAP.  

¶ Cannot be an Account Representative (AR) for any WCMSAP account.  

¶ Cannot be the AM for the same WCMSAP account.  

¶ Cannot invite other users to the WCMSAP account.  

¶ Cannot update WCMSAP account information.  

¶ Can submit new cases for a given WCMSAP account.  

¶ Can perform case lookups and view cases that they are associated with (cases submitted 

by the AD or assigned to the AD by the AM).  

¶ Can update (append documentation to) a case that they have been associated with.  

¶ Can replace documentation for cases that they have been associated with.  

¶ Can access alerts for cases that they have been associated with.  

¶ Can update work-in-progress case information for cases that they have created or are 

associated with, as assigned by the AM. 

AMs can add, remove, or delete ADs using the Designee Maintenance process, as outlined in Chapter 8. 

Login ID and Password Limits 

Each user of the WCMSAP can have only one Login ID and Password. Unless previously registered, all 

registrants are directed to the WCMSAP URL to register for a Web Portal account. Users of the 

Mandatory Reporting application must use that same Login ID and Password to access the WCMSAP 

application.   
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Electronic Data Interchange (EDI) Representative Support 

Users of the WCMSAP may need assistance with managing an account or managing their personal 

information within the application. If necessary, you may contact an EDI representative for such 

assistance.  

 

Contact an EDI representative if: 

¶ The Account ID and PIN letter is not received within 2 weeks (10 business days) after 

completing the New Registration step. The EDI representative can resend the letter, allowing 

you to complete the account setup. 

¶ Any of the information entered during initial registration must be changed after the initial 

registration letter has been received. 

¶ You have any questions or problems regarding your account at any time during account setup. 

¶ You forget your Login ID and cannot remember the answers to your Security Questions. The 

EDI representative can resend your Login ID to your registered E-mail Address.  

¶ You forget your Password and cannot remember the answers to your Security Questions. The 

EDI representative can generate a temporary Password and send it to your registered E-mail 

Address. 

¶ You incorrectly entered your PIN 3 times and locked the account. The EDI representative can 

reset the PIN, unlocking the account. 

¶ You have questions about case submission errors. The EDI representative will work with you to 

understand the error and determine whether the case should be deleted and resubmitted or 

processed as submitted.  

 
 

Contact the COBC EDI Department by phone at 646-458-6740, or by e-mail at 

COBVA@GHIMedicare.com. 

 

EDI representatives are available to assist you Monday through Friday, excluding Federal holidays, from 

9:00 a.m. to 5:00 p.m., Eastern Time.



WCMSAP User Manual  Chapter 2:WCMSAP Welcome Page  

Rev. 2011-4/July 5 

 

Chapter 2: WCMSAP Welcome Page 

 

The Welcome page is the portal to the WCMSAP for all WCMSA case functions. Before the case 

submission process can begin, the following steps must be taken, and are done using this page:   

¶ For Corporate account types, the organization must be registered and given an Account 

ID 

¶ For Corporate account types, the Account Representative must be named 

¶ For Representative and Self account types, the submitter must register and receive an 

Account ID 

¶ The designated Account Manager (AM) must perform the Account Setup step for the 

Account ID  

¶ The Account Manager (AM) must self-register, obtain a Login ID, and create a Password 

 

Once the Account ID account and all users are registered, the Welcome page is used to log in to the 

WCMSAP to manage the case submission process. 
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Navigation Menu 

The navigation menu at the top of each page gives the user access to various parts of the WCMSAP to 

facilitate using the application. 

 

¶ About This Site navigates to the How to Use This Site link, offering general information on 

how to use the WCMSAP application. 

¶ CMS Links provides links to the Workersô Compensation Agency Services page, the Medicare 

Web site, and the Coordination of Benefits Web site.   

¶ How To provides detailed information on performing the following functions: 

o Getting Started 

o Requesting your Login ID 

o Requesting your Password 

o Changing your Password 

o Resetting your PIN 

o Changing your Account Manager 

o Changing your Account Representative 

o Inviting Account Designees 

¶ Reference Materials provides a link to the WCMSAP User Manual (this guide). 

¶ Contact Us displays the following message: 

  
 

Bulletin Board 

Bulletin board messages display on the WCMSAP Welcome page. These messages keep users informed 

of upcoming events, maintenance or other system-specific information. 
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New Registration 

The designated Account Representative (AR) must click on the New Registration button under Step 1 to 

complete and submit the registration information. It is critical that you provide the ARôs information 

(including E-mail address) in this New Registration step and NOT the E-mail address for someone you 

want to be a user of the WCMSAP (For Corporate accounts only. Users registering Representative and 

Self accounts are permitted to access the WCMSAP). Refer to Chapter 3 for more information on account 

registration. 

Account Setup 

After completion of the New Registration step, the COBC will mail a confirmation letter containing the 

Account ID and PIN to the AR (for Corporate accounts), or you (for Representative and Self accounts), 

along with instructions for setting up the account.  The assigned AM should click the Account Setup 

button under Step 2 to finish the account setup using the Account ID and PIN, and to register themselves 

as the AM. (For Corporate accounts, the AM receives the Account ID and PIN from the AR.) Refer to 

Chapter 4 for more information on account setup and AM registration. 

Account Login 

After AMs and ADs have self-registered, and after AMs have completed the Account Setup process, AMs 

and ADs enter their Login IDs and Passwords in the Account Login fields to enter the WCMSAP and 

manage the case submission process. AMs can also perform AD maintenance.  

 

Note: AMs and ADs can not manage or create cases until the COBC receives a valid, signed copy of the 

Profile Report. Refer to Chapter 9 for information on the AD self-registration process. Refer to Chapter 5 

for more information about the login process, including information on the Forgot Login ID and Forgot 

Password links on the Welcome page.
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Chapter 3: New Registration 

 

New Registration 

Before beginning the registration process, read this entire chapter and gather all necessary information. 

Once you have started registration you must complete the process. If you click Cancel or close the 

application at any point before registration is complete, your changes will NOT be saved, and all entered 

data will be lost. 

 

It is critical that you provide accurate information in this step. 

 

Starting from the Welcome page, you must provide basic information to start the registration process: 

¶ For Corporate Accounts: 

o The Employer Identification Number (EIN) for the company  

o Company name and mailing address  

o Account Representative (AR) contact information (name, job title, address, E-mail 

address, phone number)  

¶ For Representative Accounts: 

o Representative contact information (name, social security number, mailing address, 

e-mail address, phone)  

o Beneficiary last name and first initial 

o Beneficiary Social Security Number (SSN) or Health Insurance Claim Number 

(HICN) 

o Beneficiary date of birth  

o Beneficiary gender  

¶ For Self Accounts: 

o Contact information (name, mailing address, e-mail address, phone)  

o Social Security Number (SSN) or Health Insurance Claim Number (HICN) 

o Date of birth  

o Gender 

It is imperative that all E-mail addresses entered are correct. 

To successfully register yourself or your organization and create an Account ID, follow the steps outlined 

below: 

 

1. Enter the following URL into your Web browser: https://www.cob.cms.hhs.gov/WCMSA 

2. The Login Warning page displays detailing the Data Use Agreement (DUA).  The Login Warning 

page can be printed by clicking the Print this Page link in the upper right of the page. 

WCMSAP USER 
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3. Review the DUA.  To proceed, click the I Accept link at the bottom of the page. You will be denied 

access to the WCMSAP site if you click I Decline. 

4. The WCMSAP Welcome page displays.  
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5. Click the New Registration link. 

6. The Select Account Type page displays. This page describes the differences between each account 

type.  

Corporate Account Type: This submitter is registering as a corporate entity with an Employer 

Identification Number (EIN). Those registering as a Corporate account type will regularly submit 

WCMSAP requests.   

 

Representative Account Type: This submitter is a non-corporate WCMSAP user. This submitter 

does not have an EIN but will be submitting multiple cases.   

 

Self Account Type:  This submitter is a Medicare beneficiary or a claimant who has a reasonable 

expectation of becoming a Medicare beneficiary within 30 months and is submitting a case on their 

own behalf. The registrant can only submit cases for themselves. 
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7. Select an account type and click Next. The next page that displays depends on the account type 

selected.  
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Corporate Account Type 

1. For Corporate account types, the Corporate Information page displays. Enter the corporationôs EIN 

and mailing address on this page. This address will be used to send the Profile Report and any 

correspondence from the COBC regarding this Account ID. Fields marked with an asterisk (* ) are 

required.  

 

 

Corporate Information Page 

Field Description 

Employer Identification 
Number (EIN) 

The IRS-assigned employer identification number (EIN) associated with the 
organization. If you have more than one EIN, you may submit this registration with any 
one of those EINs.  

Corporation Name  Company Name 

Address Line 1 Enter the first line of the companyôs mailing address.       

Address Line 2 Enter the second line of the companyôs mailing address (Optional). 

City Enter the city where the company is located. 

State 
Select the state where the company is located from the dropdown list. 

Note: To quickly select a state, type the first letter to scroll to the desired state. 

Zip Code Enter the companyôs Zip Code (Required) plus 4-digit Zip-code suffix (Optional). 

Command Buttons 

Previous Click to return to the Select Account Type page. 

Next Click to save changes and continue to the next page. 

Cancel 
Click to cancel the registration process. Information entered on the current page and 
any previous pages is NOT saved. 
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2. Enter the requested information then click the Next button. The Account Representative (AR) 

Information page displays. This page captures information related to the AR. As the AR, you must 

enter your personal information on this page.  

Note: An AR can only have that one role; the AR cannot function as an Account Manager or an 

Account Designee. E-mail addresses for each user role will be verified upon entry, and any address 

matches between AM, AD, and AR roles will be denied. 

Fields marked with an asterisk (* ) are required. 

 

Account Representative (AR) Information Page 

Field Description 

AR First Name Enter your first name. 

MI  Enter your middle initial (Optional). 

Last Name Enter your last name.      

AR Title Enter your job title 

AR E-mail Address 

Enter your E-mail address. 

Note: If your E-mail address is found in the system as an existing user, you will NOT 
be allowed to continue the registration process. 

AR Re-enter E-mail 
Address 

Enter your E-mail address a second time for verification purposes. 

AR Phone Enter your work phone number. The Extension field is optional. 

AR Fax Enter your work fax number (Optional). 

Command Buttons 

Previous Click to return to the Corporate Information page. 

Next Click to save changes and continue to the next page. 

Cancel 
Click to cancel the registration process. Information entered on the current page and 
any previous pages is NOT saved. 
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3. Enter the required information then click Next. The Registration Summary page displays. This page 

lists all the information that was previously entered. All information should be reviewed and verified 

before continuing. 

 

4. Verify that all information is correct. To make any corrections, click the Edit button next to the 

proper section to return to that page. Once all corrections have been made, click Next at the bottom of 

that page to navigate back to the Summary page. After you have returned to the Registration Summary 

page, click the Submit Registration button.  

Click Previous to return to the Account Representative (AR) Information page. If you click Cancel, 

you will exit the registration process. All information entered during the registration process is 

deleted. 

5. After you click Submit Registration, the Thank You page displays, outlining the next steps in the 

registration process. 
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6. Click the Workersô Compensation Medicare Set-Aside Welcome Page link to return to the 

Welcome page. 

 

Next Steps 

Within two weeks, a letter will be mailed to you, the AR, that contains the Account ID and PIN, along 

with instructions for setting up the account (to be completed by the Account Manager). Refer to Chapter 

15 for a sample mailing. If a letter is not received within 10 business days, contact a COBC EDI 

representative.  

 

Once the Account Manager (AM) has completed the account setup, an E-mail notification will be sent to 

you, including a Profile Report denoting all information previously recorded during registration, and any 

additional information provided during the account setup. Refer to Chapter 15 for a sample notification E-

mail and Profile Report. It may take up to 10 business days to receive the Profile Report. 

 

You will have 60 business days to review, sign, and return the Profile Report to the COBC. When 

returning the signed Profile Report via email, use ñWCMSAP Profile Reportò in the subject line. 

 

If a signed Profile Report is not received within that timeframe, the account will be automatically deleted 

on the 60
th
 business day. If the account is deleted, you must start the registration process from the 

beginning.  
 

Refer to Chapter 4 for more information on completing the account setup. 
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Representative Account Type 

1. For Representative account types, the Representative Information page displays. Enter your personal 

information on this page. The address you enter on this page will be used to send the Profile Report 

and any correspondence from the COBC regarding this Account ID. Fields marked with an asterisk 

(* ) are required.  

 
 

Representative Information Page 

Field Description 

First Name Enter your first name. 

MI  Enter your middle initial (Optional). 

Last Name Enter your last name.      

E-mail Address 

Enter your E-mail address. 

Note: If your E-mail address is found in the system as an existing user, you will NOT 

be allowed to continue the registration process. 

Re-enter E-mail Address Enter your E-mail address a second time for verification purposes. 

Phone Enter your phone number. The Extension field is optional. 

Fax Enter your fax number (Optional). 

Address Line 1 Enter the first line of your mailing address.       
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Representative Information Page 

Field Description 

Address Line 2 Enter the second line of your mailing address (Optional). 

City Enter the city where you are located. 

State 
Select the state where you are located from the drop down list. 

Note: To quickly select a state, type the first letter to scroll to the desired state. 

Zip Code Enter your Zip Code (Required) plus 4-digit Zip-code suffix (Optional). 

Command Buttons 

Previous Click to return to the Select Account Type page. 

Next Click to save changes and continue to the next page. 

Cancel 
Click to cancel the registration process. Information entered on the current page and 
any previous pages is NOT saved. 

 

2. Enter the required information then click the Next button. The Beneficiary Information page displays. 

Enter information on this page for a beneficiary associated with the case(s) that will be created using 

this Account ID. 

Fields marked with an asterisk (* ) are required. 

 
 

Beneficiary Information Page 

Field Description 

Bene Last Name Enter the beneficiaryôs last name.      

First Initial Enter the beneficiaryôs first initial. 

Bene Health Insurance 
Claim Number (HICN) 

Enter the beneficiaryôs HICN.  

If you enter the HICN, you can NOT enter an SSN. 
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Beneficiary Information Page 

Field Description 

Bene Social Security 
Number (SSN) 

Enter the beneficiaryôs SSN.  

If you enter the SSN, you can NOT enter a HICN. 

Bene Date Of Birth Enter the beneficiaryôs date of birth. 

Bene Gender Select the beneficiaryôs gender from the drop down list. 

Command Buttons 

Previous Click to return to the Representative Information page. 

Next Click to save changes and continue to the next page. 

 

3. Enter the required information then click Next. The Registration Summary page displays. This page 

lists all the information that was previously entered. All information should be reviewed and verified 

before continuing. 

 

4. Verify that all information is correct. To make any corrections, click the Edit button next to the 

proper section to return to that page. Once all corrections have been made, click Next at the bottom of 

that page to navigate back to the Summary page. After you have returned to the Registration Summary 

page, click the Submit Registration button.  

Click Previous to return to the Beneficiary Information page.  

5. After you click Submit Registration, the Thank You page displays outlining the next steps in the 

registration process. 










































































































































































































