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Important Note

If you are an Individual Practitioner who
wishes to register as a sole provider, i.e.,
only one IACS user in your practice will
register to access CMS Provider
applications integrated with IACS, please
review the IACS User Guide Attachment
F — Individual Practitioner for your
registration information.

If, however, your Organization expects to
register more than one IACS user to
access CMS Provider applications
integrated with IACS, use this
Attachment G and related
Provider/Supplier Quick Reference
Guides for your IACS registration and
Account Management information and
Instructions.
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Important Note, continued

The following definitions and organizational rules provide information and guidelines for
individuals wishing to register in the CMS Provider/Supplier and Fl/Carrier/MAC User
Communities.

e Provider/Supplier Community — This is the community for physicians, non-
physician practitioners, institutional providers and suppliers, or representatives of
one of those entities.

e Fiscal Intermediary (FlI) /Carrier / Medicare Administrative Contractor (MAC)
Community — Members of this community are employed directly or indirectly by a
Fiscal Intermediary (FI), Carrier, or Medicare Administrative Contractor (MAC) as
users of systems housed at an Enterprise Data Center (EDC).

¢ Individual Practitioner — This user is a physician or non-physician practitioner. This
role applies only to the Provider/Supplier User Community.

- Any user requesting the role of Individual Practitioner must be verified as an
enrolled Medicare Supplier within 180 days of registering in IACS.

- Any user who has requested the role of Individual Practitioner may request an
additional role, such as End User or User Group Administrator, in an
Organization or User Group any time after receiving his or her IACS User ID.
The request for an additional role must be approved by an authorized approver
before the user can make changes to their account profile that impact this
additional role (such as requesting access to additional CMS Applications).

- Ifa user's Individual Practitioner verification as an enrolled Medicare Supplier
does not take place within 180 days and:

1. They have not been approved for another role in an Organization or User
Group, their Individual Practitioner access in IACS will be disabled and any
access to applications associated with that role will be removed.

2. They have been approved for another role in an Organization or User
Group, their IACS account will remain active to allow them to fulfill their
Organization or User Group role (including access to applications required
and approved for their additional role).

- In the above cases, the user’s Individual Practitioner access in
IACS will be disabled and any access to applications associated with
that role will be removed.
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To access the IACS CBT, go to the Account Management screen which is illustrated in
Figure G 169.

Action: Select the Computer Based Training (CBT) for Account Management
hyperlink.

Figure G 169: Account Management Screen — Computer-Based Training Hyperlink

The IACS Computer-Based Training (CBT) main menu screen will display as illustrated in
Figure G 170.

Note: The IACS Computer-Based Training main menu screen is a dynamic screen which
changes as and when new training is added for new or revised IACS functions. The
screen you see may display more selections than the one illustrated.
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. U5 Department of Health & Human Services £ www.hhs.gov

ﬂ% Centers for Medicare & Medicaid Services

Individuals Authorized Access to the CMS Computer Services (IACS)

IACS Computer-Based Training (CBT)

CMS provides CBT on the various functionalities of the Individuals Authorized Access to CMS Applications
(IACS) Systern. The links below will either launch the training (New User Registration, Forgot My Password?,
and Forgot Your User ID?) or bring the user to a CBT training menu with adcitional training selections that
demonstrate how to manage your IACS account (Account Management)

8 CBT Menu for CMS Communities
The following training is designed for the Provider, FlIfCarrier™AC User Communities:

» New User Registration » Accessible New User Registration
» Forgot My Password? » Accessible Forgot My Password?
» Forgot Your User ID? » Accessible Forgot Your User ID?

» Account Management » Accessible Account Management

CBT Menu for CMS Applications
The following training is designed for MA-PD/PDP/CC, CBO/CSR. COB, or HETS Ul application{s)

» New User Registration » Accessible New User Registration
» Forgot My Password? » A ible Forgot My Password?
» Forgot Your UserID? » Accessible Forgot Your UserID?

» Account Management » Accessible Account Management

For optimal viewing, the Shockwave Player, Flash Player and Flash Player with Active X plug-ins are

recommended. These plug ins are available on the Adobe Downloads Page  If, when you open a CET unit, a
dialog box displays asking you to allow ActiveX controls and plug ins to run, select "Yes" to view the CBT

properly.

To exit close this browser window.

Figure G 170: IACS CBT Main Menu Screen

The menu screen has links to training for both CMS Communities and CMS Applications.

Three CBT units for both areas are available from the main menu screen. They are:
o New User Registration — Standard and Accessible versions
o Forgot My Password? — Standard and Accessible versions

o Forgot Your User ID? — Standard and Accessible versions

In addition, selecting the Account Management link in both the CMS Communities and the
CMS Applications sections of the menu will bring you to additional computer-based training

units specific to those areas.

Action: Select the desired CBT unit from the main menu screen to access that CBT
training unit.

Action: Select the Account Management hyperlink to access additional CBT training
units.

Note: If you want the accessible, 508 compliant, training units, please use the hyperlinks
indicated as Accessible in their titles.
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G 8.4 Prepare Your Computer

To optimize your access to the IACS screens, please ensure that the following criteria are

met:

Screen Resolution: CMS screens are designed to be viewed at a minimum
screen resolution of 800 x 600.

Internet Browser: Use Internet Explorer, version 6.0 or higher.

Plug Ins: Verify that the latest version of JAVA and/or ActiveX is installed on
your PC.

Pop-up Blockers: Disable pop-up blockers prior to attempting to access the
CMS Applications Portal.

Contact your Help Desk if you have questions about any of the above criteria. For help desk
contact information, see Section 8.5.

G 8.5 Help Desk Information

The Help Desk associated with the Provider/Supplier Community is the External User
Services, EUS, Help Desk.

1.

Their hours of operation are: Monday-Friday 7am to 7pm Eastern Standard
Time, EST.

Their telephone number is: 1-866-484-8049.
Their TTY/TDD number is: 1-866-523-4759.
Their email address is: EUSSupport@cgi.com.

Their mailing address is: Post Office Box 792750, San Antonio, Texas, 78216.
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G 9.0 Role Terms and Conditions Text

G 9.1End User — Terms and Conditions

An End User is trusted to perform Medicare business for the Organization. An End User
is part of a User Group within the Organization. End Users may belong to multiple User
Groups in one or more Organizations.

G 9.2User Group Administrator — Terms and Conditions

A User Group Administrator is the person who can register the User Group within an
Organization and update the User Group profile information in IACS. There can be
multiple User Group Administrators for the same User Group within an Organization.
The User Group Administrator is trusted to approve the access requests of End Users
for that User Group. The User Group Administrator is approved by the Security Official
or Backup Security Official.

G 9.3 Backup Security Official - Terms and Conditions

A Backup Security Official performs many of the same functions as a Security Official in
an Organization. There can be one or more Backup Security Officials in an Organization.
The Backup Security Official can approve the access request of User Group
Administrators and Application Approvers, and may aid the Security Official with the
administration of User Groups and user accounts in the Organization.

G 9.4Security Official — Terms and Conditions

The Security Official is the person who can register the Organization in IACS and update
the Organization profile information in IACS. There can be only one Security Official for
an Organization. The Security Official is trusted by CMS to approve the access requests
of Backup Security Officials, User Group Administrators and Application Approvers. The
Security Official is held accountable by CMS for the behavior of those who they approve
as well as the End Users for the Organization. The SO may assist in the administration
of User Groups and user accounts in the Organization.

A user may serve as a Security Official for more than one organization. In this case, the
user should only register once in IACS. Their IACS profile can be modified to add their
additional role in another organization.

G 9.4Individual Practitioner — Terms and Conditions

For purposes of IACS, an Individual Practitioner is a physician or a non-physician
practitioner who:

o will use IACS personally, and

¢ will not have employees who will use IACS.

A physician or non-physician practitioner and their staff using IACS must register as a
provider organization in IACS. For more information go to
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http://www.cms.hhs.gov/MLNMattersArticles/downloads/SEQ747.pdf on the CMS
website.

A user requesting the role of Individual Practitioner will be issued a temporary IACS
account to use until he/she is verified as an enrolled Medicare Supplier. If a provider
registers in IACS in order to enroll via the web, this should provide time to complete the
enrollment process.

If enrollment verification does not take place within 180 days, the temporary account will
be disabled.

End of IACS User Guide, Attachment G
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