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Agenda 

• Top Inquires to the Help Desk  
• Updates to CMS Unique ID and Accounts  
• Sub-State Regions 
• State Special Use Fields 
• Batch Uploads 
• Other SHIP NPR Items and Questions 



Top Inquires to the Help Desk 

• Password Resets & Creation 
• Account Set-Up & Access 
• Email Changes 
• Ad Hoc Data Requests 
• CMS SHIP Unique IDs 
• Batch Uploads  
• Client Contacts and/or PAMs 



User Page 



Active User List 

 



Inactive User List 

 



SHIP NPR User Accounts 

•  Users must do one of the following at least 
once every 120 days: 
– Log in to their SHIP NPR account, or  
– Have new client contacts and/or public 

media and events entered into SHIP NPR 
under their name.   

• If not, then their account will be automatically 
inactivated at 120 days by SHIP NPR 



CMS SHIP Unique IDs 

 



CMS SHIP Unique IDs 
• As of March 1, 2017 -  Automatic Revocation of CMS 

SHIP Unique ID with Inactivation of SHIP NPR Account 
–  When a SHIP NPR user’s account becomes inactive for 120 days 

of non-use by the user, SHIP NPR will automatically inactivate 
that user’s account AND revoke the user’s CMS SHIP Unique ID.   

 
• Manual Inactivation of SHIP NPR Account 

– A SHIP NPR user’s account can be manually inactivated by the 
SHIP Director, Director Designee(s), or Administrator at any 
time.   

– This action will result in the automatic revocation of the CMS 
SHIP Unique ID.   



CMS SHIP Unique IDs 
• Reactivating of SHIP NPR Account:  

– The SHIP Director, Director Designee(s), or Administrator can 
manually activate a SHIP NPR account at any time.  SHIP NPR 
will not allow the reactivation of the CMS SHIP Unique ID. 

 
• Revoking of CMS SHIP Unique ID:  

– The SHIP Director or Director Designee(s) would revoke the 
user’s CMS SHIP Unique ID while leaving the SHIP NPR account 
active.   

 
• Reactivating the CMS SHIP Unique ID (after revocation):  

– The SHIP Director, Director Designee(s), or Administrator must 
manually reactivate a CMS SHIP Unique ID after it has been 
revoked.  

 



CMS SHIP Unique ID – Effective Dates 

• ACL sends CMS an updated CMS SHIP Unique ID list on the 
last Thursday of every month.  

 
• CMS takes 7 -10 days to process the monthly Unique ID file. 

 
• Unique IDs that are approved before the last Thursday of the 

month will be available for use within the first 7 - 10 days of 
the following month.  

 
• Unique IDs approved on the last Thursday of the month or 

after, will be usable the second month following their 
approval.  
 

 



Summary Action Chart  
Action Responsible Party 

Approve CMS SHIP Unique ID SHIP Director (or Director Designee) Only 

Deny CMS SHIP Unique ID SHIP Director (or Director Designee) Only 

Revoke CMS SHIP Unique ID SHIP Director (or Director Designee) Only 

Manually Inactivate a SHIP NPR User 
Account 

SHIP Director (or Director Designee) or 
Administrator  

Reactivate a SHIP NPR User Account SHIP Director (or Director Designee) or 
Administrator  

Reactivate a CMS SHIP Unique ID after 
Inactivity 

SHIP Director (or Director Designee) Only 

Reinstate a CMS SHIP Unique ID after 
Revocation 

SHIP Director (or Director Designee) or 
Administrator 



CMS SHIP Unique IDs 
Reminders for Open Enrollment Period 
• Before Wednesday, September 27th  

– Review the Inactive User list 
– Reactivate Users  
– Reinstate Unique IDs by 5:00pm EST (Unique ID will then be active in October) 
– Remind users to log into SHIP NPR at least once every 120 days or enter 

CCs/PAMS to remain active 
 
• After Thursday September 28th 
 If a user’s Unique IDs is processed after this date then: 

– The Unique IDs will not be active for the start of Open Enrollment 
– The user will NOT be able to call the CMS 1-800 number designated for SHIPs 

in October    
The user should be added to the October CMS Unique ID list 
– User’s Unique ID may not be active then till the first week in November 



Agency 

 



Managing Sub-State Regions 

 



Sub-State Regions and NPRReports 



Creating Sub-State Region for 
NPRReports 

 



Creating Sub-State Regions for 
NPRReports 



State Special Use Fields 

 



Add a Special Use Field 

 



Managing Special Use Fields 

 
 
 
 

• Addition of either CC and PAM Special Use 
Fields 
 



Enrollment Outcomes Pilot Preview  
State Special Use Fields 



Batch Upload  

 



Example Error Message 

 



Corrections to Batch Upload Files 

 



Contact Information 

 
 

Technical Frontiers, Inc. - SHIP NPR Helpdesk 
Shipnprhelp@technicalfrontiers.com 
1-800-253-7154, ext. 1. 
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