IACS Quick Guide – Adding Additional Providers for use in PS&R
If your organization is responsible for multiple cost reports each year, each main provider (parent provider that files the cost report) must be registered as a separate organization within IACS.  This informs the PS&R system of which providers’ data should be made available to your PS&R users.  This guide is intended for organizations which have one Security Official for multiple providers.
This does not apply to subunit providers.  Subunit access is granted based on information maintained by your Fiscal Intermediary or Medicare Administrative Contractor (FI/MAC).  If a subunit is “attached” to the main provider, then you will only need access to the main provider, not each subunit.
Note: This guide assumes that you have already obtained your IACS ID and password, and have obtained approval to access the PS&R system for at least one provider.  If you have any questions pertaining to IACS and/or obtaining approval for PS&R access, please review the PS&R webpage, http://www.cms.hhs.gov/psrr/.
Registering Additional Providers:
· Access your IACS Profile using the following URL: https://idm.cms.hhs.gov/idm/user/index.html
· The following IACS log-in screen will appear, log-in using your IACS ID and password.
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Loginto IACS

The Federal Information Securty Management Act (FISMA) of 2002 requires that the local system used to access CMS Computer Systems has up-to-date operating
system patches and is running antvirus software.

You must have an IACS User ID and Password to login
Ifthis is your first time logging in, please use the User ID and the one-time password that was e-mailed to you by IACS

Effective Septernber 29, 2008, your password will be set to expire every sixty days. In the event your password does expire, you will be prompted to change your
password. For futher assistance, contact your CMS help desk

Enter your User ID and password, and then click Login. If you can't remernber your password, click Forgot your password?

Forgot your passward?





· Once logged in, you will be navigated to the main IACS menu as shown below:
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Welcome, JINN394. Please select one of these options.

Modify UseriContact Information
Modify Account Profile

Depending on your role, you can:

 Change your Application Access
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Change Answers to Authentication Questions

Change Password
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· From the “My Profile” screen, select “Modify Account Profile” from the available options.  You will be navigated to the “Modify Account Profile” screen as shown below:
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· From the “Access Request” Select Action dropdown, select “Modify Provider/Supplier Profile”, and allow the screen to refresh.
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· Once the screen has refreshed, the “Access Request” section should display as shown below:
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· NOTE: From this point forward, the information is dependent on your user role.

· If you are a Security Official, please refer to page 5, “Security Official”.  
· If you are the first User Group Administrator from your User Group associating to the additional provider, please refer to page 10, “First User Group Administrator From Your User Group”.  
· If you are not the first User Group Administrator from your User Group, or you are an IACS End User, please refer to page 17, “Additional User Group Administrators or End Users”.

Security Official:

· From the “Access Request” Additional Access Request(s) dropdown, select “Create a new Organization”, and allow the screen to refresh.
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· Once the screen has refreshed, the “Access Request” section should display as shown below:
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· Provide a Justification for Action, and then click “Next”
· You will be navigated to the “Security Official – Terms and Conditions” screen, as shown below:
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· If you agree to the Terms and Conditions set forth, check the “I Accept the above Terms and Conditions” checkbox, then click “I Accept”

· You will be navigated to an updated “Access Request” section, as shown below:
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· Enter the required information (indicated by an asterisk ‘*’), along with the CMS Certification Number of the provider to which you need to gain PS&R access.

· IMPORTANT INFORMATION:  If your organization only has one TIN across all of the providers for which it is responsible, and each provider has its own CMS Certification Number, you must use a unique Legal Business Name for each provider organization registered.  To ensure that there are no issues with your request approval, in the “Legal Business Name” field provide the Legal Business Name as specified in the provider’s IRS CP575 Form and then add the CMS Certification Number to the end of the Legal Business Name.  This will also assist your User Group Administrators and End Users when they are asked to register and choose to associate to these new organizations.
· Once all required information has been entered, click “Next”
· You will be navigated to the “Modify Request Confirmation” screen as shown below:
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· Click “Submit” to send your request for approval.

· If your request submits successfully, you will be navigated to the “Modification Request Acknowledgement” screen as shown below:
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After making note of the tracking number, click “OK” to complete your transaction.  If any additional information is needed during the approval process, you will be contacted by CMS’s External User Services (EUS) Help Desk.
· If you have additional providers to which you need PS&R access, repeat this process as needed for each.  Note – provider(s) will need to be approved (vetted) by the helpdesk (EUS) prior to access being granted, similar to the first provider.

For each organization registration request, a separate copy of your CP 575 (or equivalent) must be provided.
· Until your request(s) is approved, you can view it in the “Access Request” Pending Requests section of your profile, as shown below:
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Once the request is approved, the Organization will appear in the “Profile Summary” column of the “View My Access Profile” table.  At that point, your User Group Administrators and End Users can begin requesting access to the new organization.

First User Group Administrator From Your User Group:

· From the “Access Request” Additional Access Request(s) dropdown, select “Create a new User Group”, and allow the screen to refresh.
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· Once the screen has refreshed, the “Access Request” section should display as shown below:
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· Provide a Justification for Action, and then click “Next”

· You will be navigated to the “User Group Administrator – Terms and Conditions” screen, as shown below:
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· If you agree to the Terms and Conditions set forth, check the “I Accept the above Terms and Conditions” checkbox, then click “I Accept”

· You will be navigated to an updated “Access Request” section, as shown below:
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· Select “Create a User Group outside your Organization” from the “Access Request” Action options, and allow the screen to refresh.
· A new section titled “Organization Search” will appear below “Access Request”, as shown below:

[image: image17.png][il Organization Search

Search for the Organization you wantto find the User Group in. Specify as many parameters below as possible, and then click Search'to selectthe Organization

[EITIN/SSN:

(ilLegal

Business [«

Name:

Country: [United States -

city: [ statefTerritory: [ ¥ +

Ggargh|  Note:Youmust provide atleast part of the Legal Business Name & State and then click ‘Search”
_searn | Youmay also provide complete TIN/SSN (with hyphenidash in t) or partial city to narrow the search.

Provide justification that
[will be viewed by the
Security official approving
your request.

Justification
for Actior

*indicates a required field

o] _cance

Logout Logged in as: UHTF116




· Enter as much information as possible for the TIN, Legal Business Name, Country, City, and State  to find the organization in which you wish to create your new User Group, then click “Search”, and allow the screen to refresh.

· The “Organization Search” section will be replaced by the “Organization Details” section, as shown below:
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· Select the desired organization for your new User Group from the “Organization Details” Organization(s) dropdown, and then allow the screen to refresh.

If the organization you are looking for is not in the dropdown, click “New Search” and adjust your Search parameters.  If you are still unable to find the desired organization, contact your Security Official to see if you have accurate search criteria, and to confirm the status of the new organization. If the Security Official’s request to create the new organization is still pending, you will not be able to find it in this Organization Search and will have to wait to create the new User Group until after the Organization is approved.
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· Select “Create a Provider User Group” from the “Organization Details” Group Type options, and allow the screen to refresh.
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· After the screen refreshes, you will be presented with a “Provider User Group Information” section as shown below:
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· Enter the required information (indicated by an asterisk ‘*’), then click “Next”

· You will be navigated to the “Modify Request Confirmation” screen as shown below:
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· Click “Submit” to send your request for approval.

· If your request submits successfully, you will be navigated to the “Modification Request Acknowledgement” screen as shown below:
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· After making note of the tracking number, click “OK” to complete your transaction.

· Until your request is approved, you can view it in the “Access Request” Pending Requests section of your profile, as shown below:
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Once the request is approved, the User Group will appear in the “User Group” column of the “My Current Access Profile” table.  At that point, other User Group Administrators and End Users can begin requesting access to the new User Group.
· Once you have received IACS access for the additional organizations, you will need to request PS&R access using the standard process.  See the “Registration Tips” document on the Provider page on the PS&R website, http://www.cms.hhs.gov/psrr/, for assistance.  If you have additional providers to which you need PS&R access, repeat this process as needed for each.

Additional User Group Administrators or End Users:

· From the “Access Request” Additional Access Request(s) dropdown, select “Associate to a User Group as an Administrator” or “Associate to a User Group as an End User” (as appropriate), and allow the screen to refresh.
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· Once the screen has refreshed, the “Access Request” section should display as shown below:
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· Provide a Justification for Action, and then click “Next”

· You will be navigated to the “User Group Administrator – Terms and Conditions”/”End User – Terms and Conditions” screen, as shown below:
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· If you agree to the Terms and Conditions set forth, check the “I Accept the above Terms and Conditions” checkbox, then click “I Accept”

· You will be navigated to the “Modify Profile” screen, with a new “Associate to User Group” section, as shown below:
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· Select “Associate to a User Group outside your Organization” from the “Access Request” Action options, and allow the screen to refresh.

· A new section titled “Organization Search” will appear below “Associate to User Group”, as shown below:
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· Enter as much information as possible for the TIN, Legal Business Name, Country, City, and State to find the organization in which you wish to request access, then click “Search”, and allow the screen to refresh.

· The “Organization Search” section will be replaced by the “Organization Details” section, as shown below:
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· Select the desired organization from the “Organization Details” Organization(s) dropdown, and then allow the screen to refresh.

If the organization you are looking for is not in the dropdown, click “New Search” and adjust your Search parameters.  If you are still unable to find the desired organization, contact your Security Official to see if you have accurate search criteria, and to confirm the status of the new organization.  If the Security Official’s request to create the new organization is still pending, you will not be able to find it in this Organization Search and will have to wait to request access until the Organization has been approved.
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· A new item titled User Group(s) will be made available after the screen refreshes, as shown below:
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· Select the desired User Group from the “Organization Details” User Group(s) dropdown, and then click “Next”.

· If the message “There are no User Groups available within the selected Organization to associate with” appears instead of a dropdown, or the desired User Group is not in the dropdown, contact your User Group Administrator to determine the status of the User Group creation request.  If the User Group Administrator’s request for User Group creation is still pending, you will be unable to associate to the new group and will have to wait to request access until after the User Group has been approved.
· You will be navigated to the “Modify Request Confirmation” screen as shown below:
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· Click “Submit” to send your request for approval.

· If your request submits successfully, you will be navigated to the “Modification Request Acknowledgement” screen as shown below:
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· After making note of the tracking number, click “OK” or close the browser window to complete your transaction.

· Until your request is approved, you can view it in the “Access Request” Pending Requests section of your profile, as shown below:
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Once the request is approved, the User Group will appear in the “User Group” column of the “My Current Access Profile” table.  At that point, other User Group Administrators and End Users can begin requesting access to the new User Group.

· Once you have received IACS access for the additional organizations, you will need to request PS&R access using the standard process.  See the “Registration Tips” document on the Provider page on the PS&R website, http://www.cms.hhs.gov/psrr/, for assistance.  If you have additional providers to which you need PS&R access, repeat this process as needed for each.
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