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New York State Office of Pool Administration Home Page 

The web address for the New York State Office of Pool Administration Home Page is www.hcrapools.org. 

The links listed on the left side of the screen are used to obtain information about the Health Care Reform Act 
(HCRA), Cash Receipts Assessment, the Independent Accountant’s Report,  Email Correspondence,  Feedback, 
Accessibility, Privacy Policy and the methods to contact the Office of Pool Administration.  

Click on the Health Care Reform Act (HCRA) link to go to the next page. 
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New York State Office of Pool Administration HCRA Menu 

This page provides basic information about The Health Care Reform Act (HCRA).  It also includes links to the 
website of the New York State Department of Health if you require further information regarding HCRA. 

Click on the HCRA Third Party Administrator Options link to go to the next page. 

NOTE: Each page will have a HELP link in the upper right-hand corner.  You may click on the HELP link to 
retrieve the instructions for each page. 
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User Login Screen 

This screen assures that the user has the proper authority to utilize the Office of Pool Administration’s Third Party 
Administrator Options. This system is intended for Third Party Administrators to enter TPA Status Change (DOH-
4403) Addendums on-line. 

User ID: Enter the User ID (case sensitive) provided to you by the Office of Pool Administration. This is a 
required field. 

Password: Enter the password (case sensitive) provided to you by the Office of Pool Administration. This is a 
required field. 

Login: Click Login to proceed to the next screen after you have entered your secure User ID and Password. 

Cancel: If you have made an error, and wish to exit or start over, click Cancel. 

If you have lost your User ID and/or Password, you must contact the Office of Pool Administration in writing to 
receive a replacement. This request must be made by an individual who has fiduciary responsibility for the 
company. 
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Third Party Administrator Options 

Choose Third Party Administrator (TPA) Status Change.
 

Submit: Click after you have selected an option.
 

Cancel: Click to clear all information keyed during this session and return to the Login screen. This action does
 
not simply clear the current screen. 
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TPA Contact Information 

This screen prompts for basic contact information. This information is needed if there is a question regarding this 
submission. With the exception of the phone extension, all fields are required. 

Contact Name: Name of person submitting this form. The Office of Pool Administration will contact this person if 

there is a question concerning this form.
 

Contact E-Mail: Indicate e-mail address of person submitting this form. Note: This field is case-sensitive.
 

Verify Contact E-Mail: Re-enter the e-mail address to verify accuracy.
 

Contact Phone: Telephone number of person submitting this form, including area code and extension.
 

Submit: Click Submit to continue.
 

Cancel: Click Cancel to cancel all information entered during this session and return to the main HCRA screen. 


Print: Click to print this screen for your records.
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Payor Information 

Enter the Federal Id Number of the payor. Also, enter the start date of the TPA Status Change.
 

Federal Id: Enter the Federal Id Number of the payor. 


Start Date: Enter the start date to the TPA Status Change.
 

Submit: Click Submit to continue.
 

Back: Click Back to return to the previous screen. 


Print: Click to print this screen for your records.
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Changing a TPA 

This section explains the steps involved when 
changing from one TPA to another. 
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Changing TPA 

Select Changing TPA:  Self-insured fund switching to another electing TPA.
 

Submit: Click Submit to continue.
 

Cancel: Click Cancel to cancel all information entered during this session and return to the main HCRA screen. 


Print: Click to print this screen for your records.
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TPA Selection 

Select the TPA from the list provided. Make sure that you select the correct TPA. It is very important that this 
information is correct. If you are not sure which TPA to select, contact the Office of Pool Administration at (315) 
671-3800 prior to completing this TPA Status Change. 

Sort Asc: This allows you to sort the list in ascending order. 


Sort Desc: This allows you to sort the list in descending order. 


Submit: Click Submit to continue.
 

Back: Click Back to return to the previous screen.
 

Print: Click to print this screen for your records.
 

Cancel: Click Cancel to cancel all information entered during this session and return to the main HCRA screen.
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Adjudication Information 

This screen lists the adjudication options available for completing the TPA status change. Select an option that 
describes the adjudication agreement for this TPA Status Change. 

Option 1: The previous TPA will continue to process claims and file reports for all dates of service prior to the 

change for a period of one year following the end of the year in which the change in TPA occurred.
 

Option 2: All self-insured claims with the previous TPA will be adjudicated by the date entered.
 

Option 3: The new TPA is assuming responsibility for all pending claims and HCRA reporting requirements.
 

Submit: Click Submit to continue.
 

Cancel: Click Cancel to cancel all information entered during this session and return to the TPA Options Menu.
 

Print: Click to print this screen for your records.
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TPA Confirmation Information 

A confirmation number has been generated to allow you to submit an electronic TPA Status Change. The 
information on the screen should be reviewed for accuracy before submitting to the Office of Pool Administration. 
To complete the TPA Status Change, you must click on the Submit button. This will send an email confirmation to 
the email address entered on the contact information page. If you do not receive the confirmation email, contact 
the Office of Pool Administration to verify that the TPA Status Change was completed. 

Submit: Click Submit to complete the TPA Status Change. 

Cancel: Click Cancel to cancel all information entered during this session and return to the main HCRA screen. 

Print Screen: Click to print this screen for your records. 
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Exit Screen 

This screen asks you if you wish to enter another TPA status change or exit the application.
 

Yes:  Click here if you wish to enter another TPA status change.
 

No:  Click here if you do not want to enter another TPA status change.
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Adding a TPA 

This section explains the steps involved when 
adding a TPA. 
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Additional TPA 

Select Additional TPA: Self-insured fund adding another electing TPA. 


Submit: Click Submit to continue.
 

Cancel: Click Cancel to cancel all information entered during this session and return to the main HCRA screen. 


Print: Click to print this screen for your records.
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TPA Confirmation  Information 

A confirmation number has been generated to allow you to submit an electronic TPA Status Change. The 
information on the screen should be reviewed for accuracy before submitting to the Office of Pool Administration. 
To complete the TPA Status Change, you must click on the Submit button. This will send an email confirmation to 
the email address entered on the contact information page. If you do not receive the confirmation email, contact the 
Office of Pool Administration to verify that the TPA Status Change was completed. 

Submit: Click Submit to complete the TPA Status Change. 

Cancel: Click Cancel to cancel all information entered during this session and return to the main HCRA screen. 

Print Screen: Click to print this screen for your records. 
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Exit Screen 

This screen asks you if you wish to enter another TPA status change or exit the application.
 

Yes:  Click here if you wish to enter another TPA status change.
 

No:  Click here if you do not want to enter another TPA status change.
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Self-Insured without a TPA to Self-Insured with a TPA
 

This section explains the steps involved when going from 

Self-Insured without a TPA to Self-Insured with a TPA
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Self-insured without a TPA to Self-insured with a TPA 

Select Self-insured without a TPA to Self-insured with a TPA:  Self-insured fund utilizing a non-electing TPA or
 
reporting on their own behalf switching to an electing TPA.
 

Submit: Click Submit to continue.
 

Cancel: Click Cancel to cancel all information entered during this session and return to the TPA Options Menu.
 

Print: Click to print this screen for your records.
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Adjudication Information 

This screen lists the adjudication options available for completing the TPA status change. Select an option that 
describes the adjudication agreement for this TPA Status Change. 

Option 1: The previous TPA will continue to process claims and file reports for all dates of service prior to the 

change for a period of one year following the end of the year in which the change in TPA occurred.
 

Option 2: All self-insured claims with the previous TPA will be adjudicated by the date entered.
 

Option 3: The new TPA is assuming responsibility for all pending claims and HCRA reporting requirements.
 

Submit: Click Submit to continue.
 

Cancel: Click Cancel to cancel all information entered during this session and return to the TPA Options Menu.
 

Print: Click to print this screen for your records.
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TPA Confirmation Information 

A confirmation number has been generated to allow you to submit an electronic TPA Status Change. The 
information on the screen should be reviewed for accuracy before submitting to the Office of Pool Administration. 
To complete the TPA Status Change, you must click on the Submit button. This will send an email confirmation to 
the email address entered on the contact information page. If you do not receive the confirmation email, contact 
the Office of Pool Administration to verify that the TPA Status Change was completed. 

Submit: Click Submit to complete the TPA Status Change. 

Cancel: Click Cancel to cancel all information entered during this session and return to the TPA Options Menu. 

Print Screen: Click to print this screen for your records. 
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