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Introduction

The Enterprise ldentity Management (EIDM) Reference Guide provides step-by-step instructions on how to register to submit a bid for the Durable
Medical Equipment, Prosthetics, Orthotics, and Supplies (DMEPOS) Competitive Bidding Program. DMEPOS suppliers must first register in EIDM
for a user ID and password before they are able to access the DMEPOS Bidding System (DBidS). If you already have an EIDM account and/or
registered in Round 2 Recompete (R2RC) or national mail-order recompete (NMORC), you do not need to re-register but when registration opens
for Round 1 2017, you must add access to the DBIidS application. Please note that DBidS is not available until the bid window has opened.

The guide provides instructions on:

A.

@TMMUO®

EIDM access

New User Registration

Approving/Rejecting User Requests

Updating Your Organization’s Access

Updating Your Contact Information

Removing a Role From Your Access

Modifying Your Current EIDM Access to Add the DBidS Application

What you need to do to register:

If you...

o registered in R2RC and/or the NMORC, then your data has migrated to EIDM. You do not have to register again for a user ID and password
in EIDM. However, when you first log into EIDM with your existing Individual Access to CMS Computer Systems (IACS) user ID and
password, you will be required to:

(0]

O O 0O

reset your password and complete new security questions,

update any missing information in your profile,

add access to the DBidS application when registration opens for Round 1 2017,

select your role (authorized official (AO), backup authorized official (BAO) or end user (EU)), and
enter a Provider Transaction Access Number (PTAN).

o did not register in R2RC and/or the NMORC and do not already have an EIDM account, then when registration opens for Round 1 2017 you
will be required to:

(0]

(o}
(o}
(o}

register in EIDM to receive a user ID and password,
add access to the DBidS application,

select your role (AO, BAO, or EU), and

enter a PTAN
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e already have an EIDM account (such as for myCGS, The SPOT-FCSO, PS&R, Novitasphere, HPG/HETS, etc.), when registration opens for
Round 1 2017 you will be required to:
o log into EIDM with your user ID and password,
o add access to the DBIidS application,
o select your role (AO, BAO, or EU), and
o entera PTAN.

Prior to registering in EIDM:

Please ensure you have completed the following steps:

Choose one (1) AO listed on your CMS-855S enrollment application to act as your AO for bidding. The AQO'’s role is instrumental and must
remain active to prevent the organization’s other users from losing access to the bidding system. Your company may have multiple individuals
listed as the AOs on the CMS-855S enrollment application. However, for EIDM DMEPOS registration purposes, only one AO may register for
the Competitive Bidding Program. Other AOs listed on the enroliment form may act as BAOs in EIDM. BAOs have many of the same capabilities
in registration as an AO. If there is only one AO listed on the CMS-855S form, we strongly encourage you to add one or more to serve as BAOs
in order to avoid disruption in the bidding process should the AO leave the organization or become unavailable during the bid window. Please
note that only individuals who meet the definition of an AO may be added to your CMS-855S enrollment application as an AO. For more
information about adding an AO to your CMS-855S enrollment application, please visit the National Supplier Clearinghouse’s (NSC) website at
www.palmettogba.com/nsc or contact the NSC at 866-238-9652.

Make sure that information on file with the NSC and in the Provider Enrollment, Chain and Ownership System (PECOS) is correct and current.
In addition to your organization’s billing number or Provider Transaction Access Number (PTAN), the Social Security Number (SSN) and last
names of the AO and BAOs must match exactly with what is on your organization’s enrollment application in order to successfully register in
EIDM. If you need to change or correct this information, you may find change-of-information assistance and forms on the NSC website.

Determine which PTAN to use for registration. Primary members of a network only register ONE time. If the primary network member wants to
submit an individual bid for a competitive bidding area (CBA) and product category combination that is separate from the network’s bid(s), the
primary member should still register ONE time with ONE PTAN and then modify his or her access by adding a role to add another PTAN: one
for the network bid and another for the individual bid. Go to page 49 for instructions. However, members of a network (who are not the primary
network member) who are submitting a bid(s) for a CBA and product category combination separate from the network bid(s) will need to register
to submit their separate bid.

Companies that are commonly owned and/or commonly controlled should register only ONE time and submit ONE bid application that includes
all locations that provide the product category in the CBA. All locations that provide items in a product category to beneficiaries in a CBA must
be included on the bid application. Regulations do not allow commonly owned or commonly controlled companies to bid against themselves.
However, if your organization has commonly owned or commonly controlled entities that are bidding on different product categories in the same
CBA or the same product category in different CBAs, you have the option to register a different PTAN for each bid. Go to page 49 for
instructions. Remember, commonly owned or commonly controlled bidders cannot bid for the same product category in the same CBA. For
definitions of commonly owned or controlled companies, see Definitions on page 7.
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e Make sure the e-mail address you enter into EIDM is correct and is working at the time of registration. It is important that you enter the correct e-
mail address as important e-mails will be sent during registration and bidding that contains critical information. Please add donotreply@cms.gov
and @dmecompetitivebid.com to your address book or whitelist so these e-mails do not go to your spam, blocked or junk mail folder. If your e-
mail settings are administered by your business organization, please ask your technical department to add this address to your whitelist.

e Prepare your computer by:
- Ensuring screen resolution is set to a minimum of 800X600 based upon the Centers for Medicare & Medicaid Service’s (CMS) design.

- Using Internet Explorer version 8.0 through 10.0, except for IE 10-Metro.

- Avoiding using mobile devices such as tablets or iPhones. EIDM does not support these devices.
- Verifying that the latest version of JAVA and ActiveX is installed on your PC.

- Disabling pop-up blockers prior to attempting to access the CMS Enterprise Portal.

- Avoiding the use of Windows XP. EIDM does not support this version.
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Role Definitions

Authorized Official (AO)

To register as an AO in EIDM, you must be listed as an AO on the CMS-855S enrollment application. In addition, the organization must have a
unique and active PTAN assigned by the NSC.

The AO is the person who can register an organization in EIDM and update the organization’s access information in EIDM.

¢ For EIDM DMEPOS registration purposes, there can be only ONE AO for an organization. Each organization is identified by the PTAN
entered by the AO. The AO is trusted by CMS to approve or reject the request for backup authorized officials (BAOs) and end users (EUSs) to
access and enter data in DBidS.

e The instructions for approving or rejecting requests for access are found in Section B — Approving/Rejecting User Requests. The AO’s
role is instrumental and must remain active to prevent all other users for the organization from losing access to the bidding system.

e The AO is accountable and responsible for the actions of those he or she approves and adds to the organization, allowing them to view or
submit bid data.

e The registered AO is trusted to perform business for a DMEPOS organization. The AO must also update the organization’s enroliment file if
a registered AO or BAO leaves the organization. The AO (and/or the BAO) can approve Form A and certify Form B(s) in DBidS.

Backup Authorized Official (BAO)

To register as a BAO, you must be listed as an AO on the CMS-855S enrollment application. If there is only one AO listed on the CMS-855S
application, we strongly encourage you to add one or more to serve as BAOs in order to avoid disruption in the bidding process should the AO leave
the organization or become unavailable during the bid window. For EIDM DMEPOS registration purposes, there can be one or more BAOs in an
organization. A BAO performs many of the same functions as an AO for an organization.

o Avregistered BAO is trusted to perform business for a DMEPOS organization.

¢ A BAO has the authority to approve or reject an EU’s request to be included on the company’s registration access and access the
company’s bid to enter and view data.

e A BAO can approve Form A and certify Form B(s) in DBidS.

¢ A BAO must update the organization’s registration access if the registered AO leaves the company.

¢ A BAO may associate to more than one organization (bidding entity) as long as each organization has the same AO and when the AO has
registered more than one PTAN in EIDM (see network and common ownership and common control exception on page 51). Each
organization is identified by the PTAN entered by the AO.

End User (EU)

An EU has limited capabilities. An EU does not have to be identified on the CMS-855S enrollment application, but may be someone whom the
organization trusts to conduct company business and enter bid information once bidding opens. An EU may associate to more than one
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organization (bidding entity) as long as each organization has the same AO and when the AO has registered more than one PTAN in EIDM. Each
organization is identified by a PTAN entered by the AO. An EU cannot approve Form A or certify Form B (this function must be done by the AO or
BAO). There may be multiple EUs, but only one EU at a time may be in DBidS entering data on the same form (Form A or Form B).

Tip: Helpful information is displayed in two ways: 1) a pop-up when you click in a field, and 2) an iHelp box on the right side of the screen.

Definitions

Common Ownership — Commonly owned suppliers are those where one or more suppliers has an ownership interest totaling at least five percent
in the other(s). The term “ownership interest” is defined as “the possession of equity in the capital, stock, or profits of another supplier.”

Commonly Controlled — Commonly controlled suppliers are those where one or more of the supplier's owners is also an officer, director, or partner
in another supplier.

DMEPOS Bidding System (DBidS) — In EIDM, this represents the community for suppliers submitting a bid for the DMEPOS Competitive Bidding
Program. DBIdS is also the name of the online bid submission system for the DMEPOS Competitive Bidding Program.

Organization — A bidding entity such as an individual or a company.

Profile — EIDM account information which contains your name, date of birth, home address, phone number, e-mail address, city, state, and ZIP
code.

Access — Information provided by the bidding supplier about the organization.
Add role — Associate, join or connect a user (BAO or EU) or PTAN of an organization to its access.

Remove role — Disassociate, remove or detach a user’s access or PTAN from an organization.
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A. New User Registration

Note: If you previously registered for and received an IACS user ID and password during Round 2 Recompete and/or

national mail-order recompete:

e You do not have to register for an EIDM user ID and password. Log into EIDM with your IACS user ID and
password. When Round 1 2017 registration opens, proceed to page 43 to request access to DBidS and establish a

role (AO, BAO, or EU).

e The first time you log into EIDM you will be prompted to reset your security questions.

Step Action Screen Displayed
1 Go to the CBIC website at www.dmecompetitivebid.com.
Click Round 1 2017.
Go to Bidding Suppliers and then Registration.
Click Register Now.
2 On the CMS Enterprise Portal (EIDM) page, click the

New User Registration link under CMS Secure Portal.

CMS Secure Portal

To log into the CMS Portal a CMS user account is
required

8 Login to CMS Secure Portal

Welcome to CMS Enterprise Portal

The CMS Enterprize Pertal is o gatleway being offered to allow the
public to access a number of systams refated to Medicare
Advantage, Preseriptien Orug, and other CMS programs.

Forgot User ID?
Forgot Password?
New User Registration
—_—  —
I o the LS Patal & CHeS user beoutis
-

EIDM Reference Guide
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Step

Action

Screen Displayed

Read the Terms and Conditions.

Click the check box next to | agree to the terms and
conditions if in agreement.

Click Next.

Home | About CMS | Newsroom | Archive | @

CMS ,g OV |Enterprise Portal

Your healthcare options
Centers for Medicare & Medicaid Services = e PRl ek Cop b= |

Health Care Quality Improvement System Provider Resources

CMS Portal = New User Registration

Screen reader made OFF | Accessibiity Settings

Terms and Conditions

OME No. 0935-1236 | Expiration Date: 04/302017 | Paperwork Reduction Act
Consent To Monitoring

By kogging ento this website, you consent fo be monitored. Unauthorized sttempts to uplesd information and/ar change information on this web site are siriclly profibited and are subject
to prosecution under the Computer Fraud and Abuse Act of 1086 and Title 18 U.5.C. Sec.1001 and 1020. We encourage you to read the HHE Rules of Behavior for more details.

Protecting Your Privacy

Protecting your Privacy is & top priority st CMS. We sre committed to ensuring the security and confidentislity of the user ragistering to EIDM. Fiesse read the CMS Privacy Act
Statement which describes how we use the informstion you provide

Collection O Personal Identifiable Information (PI1)

"Personal” information is described as data that is unigue to an individual. such as & name. address, telephone number, social security number and date of birth (DOB).

CMS is very aware of the privacy concerns araund Pl dats. In fact. we share your concerns. We wil only collect parsonal data to uniquely identify the user registaring with the system.
\We may sl=o use your enswers to the chellenge questions and other Pl to lster identify you in case you forget o misplace your User ID /Passward.

| have read the HHS Rules of Behavior (HHS RoB), version 2010-0002.00S, dsted August 26 2010 and understand and agree to comply with its provisions. | understand that violstions
of the HHS RoB or informstion securty policies and standards may lead to disciplinary acfion, up to and including termination of employment: removal or debarment from wark on
Faders! contracts or projects; andior revacation of sceess to Federal jnformetion, information systems, andior facilities; and may sizo include criminal penaiiss endior imprisonment.
understand thst excepiions to the HHS RoB must be suthorized ing#ance in writing by the OFDIV Chief Information Officer or hisiher designee. | also understand that violstion of
Iaws, such as the Privacy Act of 1674, copyright law, and 18 Ug#'2071, which the HHS RS draw upon, can result in menetary fines andior criminal charges that may result in
imprisonment

| agree to the terms and conditions [ ]

3
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Step

Action

Screen Displayed

On the Your Information screen, complete all required
fields, which are designated by an asterisk (*). The AO’s
and BAO'’s last name and Social Security number must

match information on the CMS-855S application.

It is important that you enter the correct e-mail address
as important e-mails will be sent during registration and

bidding that contain critical information. Please add

donotreply@cms.gov and @dmecompetitivebid.com to
your address book or whitelist so e-mails do not go to

your spam, blocked or junk mail folder.

Click Next.

Enterprise Portal
Learn about your healthcare options

CMS.gov

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources
CMS Portal > New User Registration

Screen reader mode Off | Accessibility Settings

-

b

Your Informetion Ygur Information Your Information
Your Information

Enter your legal first name and last name, as it may be required for identity verification. Middle Name
= First Name:

- Last Name: Suffix:

=

Enter your email address, as it will be used for account related communications.
« E-mail Address:

Re-enter your email address.

- Confirm E-mail Address

Enter your full 9 digit social security number, as it may be required for identity verification.
Sacial Security Number

Enter your date of birth in MWDD/YYYY format, as it may be required for identity verification
« Date of Birth:

Enter your current or most recent home address, as it may be required for identity verification.

- Home Address Line 1

Home Address Line 2:

- City: * State: « Zip Code:  Zip Code Extension:

&

Enter your primary phone number, as it may be required for identity verification.

- Primary Phone Number:

Home | About CMS | Newsroom | Archive | @ Help & FAQs | [ Email | [}, Print A

Search CMS gov |

Country: USA

EIDM Reference Guide
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Step

Action

Screen Displayed

After you click on Next, the Choose User ID And
Password screen will appear.

Enter a user ID and password of your choice, then select
a guestion and enter an answer for each of the three
security questions.

Click Next.

Enterprise Portal
Learn about your healthcare options

CMS.gov

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

CMS Portal > New User Registration

Screen reader mode Off | Accessibility Settings
-

" @ F

Choose User ID and Password Create User Choose User ID and Password

choose User |D And PaS: 74 alphanumeric characters. »  Allowed special characters

are dashes (), underscares (_), apostrophes ('}, @ and

Your User ID must+ Be a minimum of & and a maximum of
periods () followed by alphanumeric characters.

“User ID
- Password

« Confirm Password

Select your Challenge Questions and Answers:

Your challenge questions and answers will be required for password and account management functions.

- Question:1 - Answer:1
Plesse choose one Question [v]
* Question:2 * Answer:2
Please choose one Question [v]
* Question:3 * Answer3
Please chaose ane Question ¥

Home | About CMS | Newsreom | Archive | ) Help & FAQs | () Email | (J Prni

| Search CMS.gov |

The Complete Registration page will appear. Click OK
to return to the CMS Enterprise Portal page.

You will receive an e-mail confirming your successful
registration.

Home | AboutCMS | Newsroom | Archive | @M Help & FA@s | [} Email | [, Print

CMS,QOV Enterprise Portal

—
Centers for Medicare & Medicaid Services EeamE i Yo et o colfore)

Health Care Quality Improvement System Provider Resources
CMS Portal = New User Registration

Screen reader mode Off | Accessibility Setfings

Complete Registration

Account Successfully Created

‘You have now successfully created an account on the CMS Enterprise Porial. You will receive an e-mail acknowledging your successful account creation, and the e-mail will include the
User ID that you selected.

If you are requesting access for a specific role in a system, please log on to the CMS Enterprise Portal using your new User ID and password. Please wait 5 minutes before logging in.
Selecting the ‘“OK’ button will direct you to the CMS Portal Landing page.

| Searchcus.gov |

EIDM Reference Guide
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Step

Action

Screen Displayed

If you choose to continue and add the DMEPOS
application to your EIDM account, please allow five
minutes after registering before proceeding.

If you choose to exit and continue at a later time, go to
the CBIC website at www.dmecompetitivebid.com to
return to the CMS Enterprise Portal home page.

Click Round 1 2017.
Go to Bidding Suppliers and then Registration.

Click Register Now.

The Welcome to CMS Enterprise Portal page will
appear.

Click Login to CMS Secure Portal.

Enterprise Portal

Learn about your healthcare options

CMS.gov

Centers for Medicare & Medicaid Services

Health Care Quality System  Provider

CMS Portal > Welcome to CMS Portal

Welcome to CMS Enterprise Portal
»

The CMS Enterprise Portal is a / -
gateway being offered to allow the
public to access a number of
systems related to Medicare -
Advantage, Prescription Drug, and
other CMS programs.

}":(/
4

—— w ﬁ w
BPCIB-CARE Tool | cPc

————  Infarmatinn for neanla with

Home | About CMS | Newsroom | Archive | @ Help & FAQs | [ Email | (], Print

| | Search CMS.gov |

CMS Secure Portal

To log into the CMS Portal a CMS user

a Login to CMS Secure Portal

Forgot User ID?

Forgot Password?
MNew User Regisfration

Get E-Mail Alerts - Non-

EIDM Reference Guide
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Step

Action

Screen Displayed

Read the Terms and Conditions.

Click I Accept.

Home | About CMS | Mewsroom | Archive ‘ £ Helparacs | & Email ‘ \) Print

CMS _gOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

Terms and Conditions
‘OMB No.0938-1236 | Expiration Date: 04/30/2017 | Paperwork Reduction Act

ou are al.s G

system, which includes (1) this computer, (2} this computer network, (3} all computers connected to this network,

and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided for U.S. Government-authorized
use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

By using this informafion system, you understand and consent to the following

“f'ou have no reascnable expeciafion of privacy regarding any communication or data transifing or stored on this information system.
Af any time, and for any lawful purpose, the g
this information system.

may monitor, intercept, and search and seize any communication or data transiting or stored on

Any communication or data transiting or stored on this informafion system may be disclosed or used for any lawful Government purpose.

To confinue, you must accept the terms and condifions. If you decline, your login will automatically be cancelled.

EIDM Reference Guide
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Step

Action

Screen Displayed

10

Enter your user ID and password and select Log In.

Note: If your registration is still processing, you will
receive an error message and be unable to log in.
Please wait five minutes before attempting to log in
again.

Home | about GMS | Newsroom | Arhive | ) Help & Fags | [ Emsil | [ Print

CMS_QOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

Welcome to CMS Enterprise Portal

e E——

T e

Forgot Password?

Forgot User ID?

Need an account? Click the link - New user regisiration

11

The Welcome to CMS Enterprise Portal page will
appear.

Click Request Access Now.

You may also select the down arrow in the upper right
hand corner, then select My Access from the drop down
menu.

@ Portal Help & FAQs

& Print

CQMO§ Enterprise Portal

My Portal

CMS Porial = My Portal

Welcome to CMS Enterprise Portal

Use the link below to request access to

Reguest Access Now

Contact Help Desk

The Enterprise Portal combines and displays content and forms from multiple applications,
supports users with navigation and cross-enterprise search tools, supports simplified sign-on,
and uses role-based access and personalization to present each user with only relevant content
and applications. The vision of the Enterprise Portal is to provide "one-stop shopping”
capabilities to improve customer experience and satisfaction.

Application Access

EIDM Reference Guide
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Step

Action

Screen Displayed

12

The Access Catalog section will display.

Scroll down or use the Search section to locate the
DMEPOS Bidding System (DBidS) application.

Select Request Access on the DMEPOS Bidding
System (DBidS) application.

Note: If you already have access to DBidS, the

application will be displayed in the My Access section.

@ Portal Help & FAGs

CMS
‘gov

My Portal

& Print

Enterprise Portal

[# Log out Welcome ¥ [

CMS Portal > EIDM user menu page > My Access

PRI TE TR T Z11LY. R Start typing to filter apps

W REQUEST ADMIN ROLE

My Access

ASETT

ASETT i 8 Woae-Dased sopboaton Bat aiows
riiastere s By e e

DMEPOS Bidding System
(DBids)

Dursty Masewl Egupmiet, Prouinascs, Ooascy [l Tha aopaces:

& Sucolen [DUEPOS)
el Dk Indarmation
aTrATT AT

ITEEE R

Rlrsquest Asbess

~ Initiative (CPC)

*Yiou currenly do nol have socess bo any appications. Please use the

Becess casalog 10 recuds! ALcess 10 ing AppiCaRCNS.

Bundied Payments EFT

Rauess Asasss

Comprehensive Primary Care

My Pending Requests

*fou do ot have any pending tequests al this time
Elsctronic Cormespondence
Referral System (ECRS)

Arwwesd Avirss
FFM/Training — GENTRAN
Agents/Brokers/Assisters Copnran imagrwon S (0] s v
TRarat Eares 4 Fanie CagADitad W

[ ey e——
[
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The Request New Application Access page will
appear.

Select “I want to register as an Authorized Official,
Backup Authorized Official, or End User for the
DMEPOS Competitive Bidding System (DBidS).”

Select your role (AO, BAO, or EU) from the drop down
menu.

ggMO§ Enterprise Portal

My Portal

CMS Portal = EIDM User menu page = My Access

/My Acress Request New Appfation Access .
f View and Manage My * Recured Freld iHelp
am; ) = Registration Group
ﬂﬁ:‘“’“ New Appication Kopheation Degflotion: [DHEPS Bidding System (O6sd5) =] Ty e
Darable | Ecpsipment, Prosthetics, Orthalics 8 Suppies (DMIPOS) Bidding System - The DMEPOS Bidding System is for suppbess displayed.
= Reauests submit

B Hy Pending Requests

for selected produdts i 2 paitioulsr Competitve Bidding Area (CEA).

Sehecl 3 @) T want to register a3 an Authorized Official Dackup Authorized Official or End User for the DMEPDS Competitive Bidding System (DDid5)

Groga

Select 3 Rl
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Step Action

Screen Displayed

The Request New Application Access page will

14 refresh. Enter your company name, address, and phone
number, then click Next.

Tenu page = My Access

* Required Field
Please update your profile to continue the request for an zpplication access.

Name
Title: [™]  First Name: Middle Name: Last Name: : suffic: | [v]
Professional Credentials:
Sodal Security Number:

Business Contact Information

d * Company Name:
* Address 1:
Address 2:
* City:
* State/Termitory: [~
* Zip Code: Zip Code Extension:
Phone

* Company Phone Number:

* Office Phone Number:

Extension:

Extension:

EIDM Reference Guide
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Step

Action

Screen Displayed

15

You will have different options depending upon your
role:

For the Authorized Official — Complete steps 15 -17.

BAOs and EUs go to page 19 and complete steps
15a-17c.

Enter the PTAN and organization’s information in the
Organization Information fields (for example, a unique
PTAN and the company name and address.) The PTAN
must match information on the CMS-855S application.

Note: The PTAN can be any location that you intend to
include on your bid to furnish items in the CBA(S).

Enter Reason for Request such as ‘Enter bid data,’ or
‘Approve bid‘ and click Next

CMS Portal > EIDM user menu pags > My Access

| My Access
@&, View and Manage My
Access

[0} Reguest New Application
Accass

vI|Requests
@ My Pending Requests

Request New Application Access

Application Description: | DMEPOS Bidding System {DBidS)

Durable Medical Equipment, Prosthetics, Orthotics & Supplies (DMEPQS) Bidding 5
submitting a bid for selected products in @ particular Competitive Bidding Area (CBA)

= Organization Name:

= Company Telephans:

Company Fax:

&

wiank to ragister a5 an Authorized Official Backup Authorized Official or End User for the DMEPOS Competitive Bidding System (DBIdS)
viant to register as. r

Address 2:

= StateTerritory:

2Zip Code Extension

ystem - The DMEPOS Bidding System is for suppliers

* Raquired Fisld iHelp
Company Name

Enter the name of the company
your employer. You may enteru ¢
100 characters in the Company N

field. The Company Name figkd c=
contain the fallowing characters:

>

EIDM Reference Guide
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Step

Action

Screen Displayed

16

The Request New Application Access Review page @rumtoparaas g B ionon  wecomo - [
will display. If the information shown is correct, click CMS | everpse poro
Submit. )
My Portal
CMS Portal = EIDM user menu page > My Access
~|My Access Request New Application Access Review "
@, View and Manage My = Required Field it
Af(ess Re
() Request New Application Application Description: |DMEPOS Bidding System (DBids) [+] e
cree; Durable Medical Equipment, Prosthetics, Orthotics & Supplies (DMEPOS) Bidding System - The DMEPOS Bidding System is for suppliers e e
vIRequests submitting a bid for selected products in a particular Competitive Bidding Area (CBA). etk |
@ My Pending Requests
Name
Title: [¥]  FrstName: Middle Name: Last Name: suffoc: [ [v]
Professional Credentials:
Socal Security Number
Business Contact Information
Company Name:
Adéress 1:
Address 2:
City:
ﬂ State/Temitory: [v]
Zip Code: Zip Code Extension:
Phone
Company Phone Number: Extension:
Office Phone Number: Extension:
Group Selected: DMEPOS Bidder
Role Selected: Backup Authorized Offcial
Role Description: The user with this role is an appointad official to whom the organization has granted the legal authority to enroll the
organization in the Medicare program. To register for this role, the user must be listed on the CMS BS55 Medicare
Enrollment as an Authorized Official. The BAQ is not a required role for an organization (PTAN).
Organization Search
Organization: [~]
Reason for Request:
€D €D
17 The Request New Application Access
Acknowledgement page will appear with your request @Poraitkinaracs @ pint [3 Logout  Welcome -
tracking number. CMS
Enterprise Portal
.gov
You will receive a verification e-mail. sy pore
CMS Porial = EIDM user menu page > My Access
Click OK to return to the View And Manage My Access <My Access Request New Application Access Acknowledgement x
age %{e\f‘” and Menage My oo EIDM request has been successfully submitted. g
page. e st New Applction The tracking number for your request s: Acknow
Access Your request or
<|Requests Please use this number in all correspondence concerning this request. sub

Click Log Out in the upper right hand side of the page,
and wait five minutes before logging into EIDM and

@ My Pending Requests  ¥ou Wil receive an email once yeur request has been processed.

EIDM Reference Guide
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Step

Action

Screen Displayed

making any other changes to your account or accesses.

Your role will take up to five minutes to display on the
View And Manage My Access page.

If the BAO or EU wishes to be associated with this PTAN, he or she should complete steps 1-14 above. The BAO or EU must then complete steps
15a-17c below. The AO approves the BAO’s or EU’s request to be associated with this PTAN.

Step

Action

Screen Displayed

15a

The BAO or EU should enter the PTAN added by the
AQ, click Search, and using the Organization drop
down box, select your company.

Enter Reason for Request such as ‘Associate with a
PTAN’ or ‘Enter bid data’ and click Next.

Request Additional DMEPOS Bidding System (DBidS) Role
* Required Field

Selected Application: |DMEPOS Bidding System (DBidS) ﬂ

Durzble Medical Equipment, Prosthetics, Orthotics & Supplies (DMEPOS) Bidding System - The DMEPOS Bidding System is for suppliers
submitting a bid for selected products in 2 particular Competitive Bidding Area (CBA).

My Role Information:
My Roles I ~ Ewisting Ro_le Details___ -

End User . e
End User

Selecta @) 1 want to register as an Authorized Official Backup Authorized Official or End User for the DMEPOS Competitive Bidding System (DBidS)
Group:

Select a Role: |End User ﬂ
Role Description:  The user with the End User role is trusted to input bid data. The End User cannot approve Form A or certify Form B.An
organization (PTAN) can have one or more End Users.
Organization Search
= PTAN:

* Organization:

o

* Reason for Request:

EIDM Reference Guide
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Step

Action

Screen Displayed

16b

The Request Additional DMEPOS Bidding System
(DBidS) Role Review page will display with the entered
information. If the information is correct, click Submit.

——

Request Additional DMEPOS Bidding System (DBidS) Role Review
* Required Field

Selected Application: |DMEPOS Bidding System (DBidS) ﬂ
Durable Madical Equipment, Prosthetics, Orthotics & Supplies (DMEPOS) Bidding System - The DMEROS Bidding System is for suppliers
submitting a bid for salected products in a particular Competitive Bidding Area (CBA).

My Role Information:
My Rales Existing Role Details
Authorized Official

Group Selected: DMEPOS Authorized Official, Backup Authorized Official, or End U

Raole Selected:  Authorized Official
Fole Description: The wser with this role is an appointed official to whom the erganization has granted the legal authority to enroll the
organization in the Medicare program. To register for this role, the user must be listed on the CMS 8555 Medicare
Enrollment application as an Authorized Official. The AQ creates the organization. Each organization can have only one AQ.

PTAN:

Organization Mame:

Company Telephone: Telephane Extension:
Walid Telephone Number Format is 3002000000
Company Fax: Fax Number Extension:
Walid Fax Number Format is 3XX-000-3000(
Address 1: Address 2:
City: State/Territory: ﬂ
Zip Code: - Zip Code Extension:

Reason for Request:

17c

The Request New Application Access
Acknowledgement page will appear with your request
tracking number.

You will receive a verification e-mail.

Click OK to return to the View And Manage My Access
page.

Your role will not display on the View And Manage My
Access page until the AO has approved your role
request.

CMS Portal > EIDM usermenu page > My Access

| My Access Request Additional DMEPOS Bidding System (DBidS) Role Acknowledgement
@ Modify Business Contact
Information Your EIDM request has been successfully submitted.
A View and Manage My The tracking number for your request is:
Access
D) Request New Application Please use this number in all correspendence concerning this request.,
Access Y¥ou will receive an email ance your request has been processed.
v/ Requests [ o

% My Pending Approvals
@ My Pending Requests

~| Administration
fh View and Manage Users

La

EIDM Reference Guide
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You are now ready to log into DBidS when the bidding window opens.

Important Reminder: All users can and must register and use their own individual user ID and password. DO NOT
DISCLOSE OR LEND YOUR USER ID AND/OR PASSWORD to anyone else. They are for your use only and serve as your

Sharing of accounts may lead to termination of system access privileges and/or adverse action up to and including legal
prosecution.

electronic signature. This means that you will be held responsible for the consequences of unauthorized or illegal transactions.

EIDM Reference Guide DMEPOS Competitive Bidding Program
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B. Approving/Rejecting User Requests

The authorized official (AO) and/or backup authorized official (BAO) must approve registration requests from others in their organization to have
access to DBidS. The AO is the only role that can approve or reject a BAO’s request to access an organization’s bid or modify information.
However, both the AO and a BAO can approve or reject an end user’s (EU) request to access an organization’s bid or modify information. This
approval/rejection process can only occur after the BAO or EU has registered as a new DMEPOS user in EIDM. AOs will receive an e-malil
notification informing them that a pending approval request is in their queue awaiting action.

If no action is taken on an approval request within 15 days, EIDM will automatically send a reminder e-mail to the AO/BAO. These reminders will

continue to be sent every 15 days until the request is approved or until the request expires. All approval requests will expire if not processed within
60 days.

The following instructions detail how to approve or reject requests for organization access.

Step Action Screen Displayed

1 Go to the CBIC website: www.dmecompetitivebid.com.

Click Round 1 2017.
Go to Bidding Suppliers and then click Registration.

Click Register Now.

2 Click Login to CMS Secure Portal on the CMS CMS.goV |nterprse porta e | Aot | i | i | e i | 3l s 4
Enterprise Portal home page. S St

Hashth Care Cualey Inpecvemant Sysien  Provides Sesoarces

Pursal » Wekeome 5 OM$ Pertal

— - CMS Sect
Welcome to CMS Enterprise Portal A CMS Secure Portal
T g 5 e A Pt GHES i Bt
The GM3 Enterprise Forel is 8 geteway being offered to

allaw the public b access a number of systems related to J »
Medizare Advantags, Prescription Drug, and cther CMS : @ Louin to CMS Secure Porial

CMS Provides ITealth Coverage for 100 Million
People...
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Step

Action

Screen Displayed

3 Click I Accept on the Terms and Conditions page.

Home | About CMS | Mewstoom | Archive | () Help & FAGs | [ Email | [ Print

CMS,QOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

OMB No.0938-1236 | Expiration Date: 04/30/2017 | Paperwork Reduction Act

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network, (3) all computers connecied fo this network,
and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided for U S. Government-authorized
use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.
By using this information system, you understand and consent to the following

‘You have no reasonable expectation of privacy regarding any communication or data transiting or stored on this information system

At any time, and for any lawful Government purpose, the government may monitor, intercept, and search and seize any communication or data transiting or stored on
this information system

Any communication or data transiting or stored on this information system may be disclosed or used for any lawful Government purpose.

To continue, you must accept the terms and conditions. If you decline, your login will automatically be cancelled.

EIDM Reference Guide

DMEPOS Competitive Bidding Program

23




Step

Action

Screen Displayed

click Request Access Now.

You may also select the down arrow next to your name
in the upper right side of the screen, then select My
Access from the drop down menu.

4 | Enter your user ID and password on the Welcome to o e e e
CMS Enterprise Portal screen. CMS.goV |enterprise Portal
Centers for Medicare & Medicaid Services
CIle Log |n_ Health Care Quality Improvement System  Provider Resources
Note: If after three (3) attempts you are unable to
successfully enter your user ID and/or password, e I
your account will be locked for 60 minutes. You el
may attempt to log in to EIDM again after 60
minutes. If you have forgotten your user ID or @
password, you may recover them by using the 8 st
“Forgot User ID?” link or the “Forgot Password?” Forco User 107
link at the bottom of the login screen. GhiE e e
23 CMS.gov [enterprise Portal
5 On the Welcome to CMS Enterprise Portal screen,

0 Portal Help & FAQs & Print

CQNC‘)§ Enterprise Portal

Wy Partal

CMS Portal = My Portal
)

Welcome to CMS Enterprise Portal Request Access

Use the link below fo request access to
Systems/Applications

supports users with navigation and cross-enterprise search tools, supports simplified sign-on,
and uses role-based access and personalization to present each user with only relevant

content and applications. The vision of the Enterprise Portal is to provide "one-stop shopping”
capabilities to improve customer experience and satisfaction.

The Enterprise Portal combines and displays content and forms from multiple applications,

Contact Help Desk

EIDM Reference Guide
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Step

Action

Screen Displayed

The Access Catalog, My Access and My Pending
Requests panels will display.

In the My Access section, select Other Actions.

CMS Portal > EIDM user menu page > My Access

PR e i B tart typing 1o flter apps ® REQUEST ADMIN RoLE [T

Servrrurcty Bated Srpanitaten Tinlomer Servies
LR

Firls D Intore s
800437408

Beguest Accavs

My Access

DMEPQS Bidding System m
DBidS) e

Help Desk Information Bemoue Fecle

7577531 9 i

Cxisting Roles
Authorzed O

My Pending Requests

“fou do ol hitve any pendng reguests at this me

On the View and Manage My Access screen, select
My Pending Approvals.

(@ Portal Help & FAQs. £ Print [# Logout  Weicome - )
CMS Enterprise Portal
.gov
My Portal
CMS Portal > EIDM usermenu page > My Access
/My Access View And Manage My Access B
§ Modify Business Contact " e ey iHelp
InfoiHon ‘ou are currently registered for the following application{s}. 2
View and Manags My Interactive Help

Application [ Take an Action

Add 3 Role

Access
58 est New Applicati
f Requast New Application | 005 Biddin o) Remove a Role
B View/Modify a Role
*/Requests
6 My Pending Approvals

@ My Pending Requests
x| Administration
& view and Manage Users

i

This section will automatically updab
as you go through the site. Tt provide
helpful information to ensure you
easily interact with ETDM.
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Step

Action

Screen Displayed

The Pending Approvals page will display with all
pending approvals listed.

The Search Requests panel is available to help you
locate a specific approval request.

Pending Approvals
*Required Fieid

»|My Access
@ Modfy Business Contact
Information
. View znd Manzge My
Access
Q) Request New Application
Access

~|Search Reguests

Requesier First Name: Last Name:
| Requests

& My Pending Approvals

B My Pending Requests
| Administration

& View and Manage Users

Request Number:

Request Details

) To: [E:Y

Submit Dats From:

(@ You may enter zny information relzted to the role in the 'Keyweords' fizld,
Keyword Search

Keywiords:
Click the arrow next to the requester’'s name.
ﬂ 2 pflivesh ) Print | Expart f E':, ) ,
’ mﬁf, ‘R‘xu-ﬁl Descriptin |5ubm'r| Date & Time  |Expirabion Date
L* Bob Bailey
& Jo= Janes
9 | The request number will display in the column to the R Pending Approvals
H y @ Modify Business Contact Reguired Fiekd
right of the requester’'s name. glomaion N
E)C?;qust Mew Application
Access Requester First Hame: Last Name:
Click the Request Number to open the request. o o requestnernrs RS
Submit Date From: [E:Y T °

~ |Administration

& View and Manage Users
(@) You may enter zny information related to the roke in the “Keywords' field,

Keyword Search

Keywords:

j 2 Refresh [ Print | Export = E
Requester :T:;‘r |Reque1 Description Submit Dste & Time  |Expiration Date
155044 Add Roke - DMEPOS Bidding System (DBidS) Ba... 3/16/2014- 328 PM  3/17/2014
7 Joe Jones
155081 Add Role - DMEPOS Bidding System (DBidS) .. 9/16/2014- 4:05 PM  9/17/2014
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Step

Action

Screen Displayed

10

The Approve/Reject Request page will display, listing
the requester’s information.

To approve or reject the request, enter a justification for
action in the Justification for Action field.

To approve the request, click the Approve button.
To reject the request, click the Reject button.
To defer the request, click the Defer button.

If the request should be deferred and no action taken,
select Defer to defer the request and the pending
request on the My Pending Approvals page for all of
the application’s authorized approvers. Any information
entered in the Justification for Action box will not be
saved for deferrals.

Note: After selecting approve, reject, or defer, you will be
returned to the Pending Approvals page. The request
you approved, rejected, or deferred will be displayed
until you select Refresh.

~| My Access
§ Modify Business Contact

Approve/Reject Request
*Required Fisld

Infarmation

@, View and Manage My User Information

Access —

(L Request New Application

Access

First Name:
Middle Name:
- :‘E:“:s‘-‘d_ — Last Name:

B My Pending Recuerts st

Emai
Date of Birth

| Administration

@ View and Manage Users
Professional Credentials
Company Name:
Address 1
Address 2:
City:
StatefTarritary:
Zip Code Zip Code Extension:
4 Company Phone Number Extension:
Office Phone Number Extension:

Requested Access

Apglication: DMEPOS Bidding System (DBidS)
Type of Request: Add Role
Group Selected: DMEPOS Authorized Official, Backup Autharized Official, or End U
Role: End Usar

Organization

Reason for Request: end user

Justification
* Justification for Action: approved|

oo X e X octr

EIDM Reference Guide

AOs can export a report of all pending requests from BAOs and EUs. Simply click on the Excel icon labeled Print/Export located
above the list of pending request(s). A pop-up box will appear asking if you would like to open, save or cancel this file. To save the
file, click Save As and select a folder. To open the folder, either select Open from the pop-up box or locate the file you saved in

the applicable folder.
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C. Updating Your Organization’s Information

There may be times when your organization’s information will need to be updated because of a change of location, change of business hame, new
telephone number, etc. Depending on your user role, you may be able to view and/or edit your organization’s access. If you are an authorized

official (AO), you can view and edit the organization fields. If you are a backup authorized official (BAO) or an end user (EU), you are only allowed to
view the information in the organization fields.

To modify an organization’s information, the AO should complete the following steps.

Step Action Screen Displayed

1 Go to the CBIC website: www.dmecompetitivebid.com.

Click Round 1 2017.

Go to Bidding Suppliers and then click Registration.

Click Register Now.

2 Click Login to CMS Secure Portal on the CMS MS e I
Enterprise Portal page. CMS.goy [rterrse rora

Leam s o Reathoam psnes Suareh £UE gov

Hesith Cars Cualey Inpecvemant Sysien  Provides Sesoarces

CULE Poral = Waktems 85 OME Pertsl

Welcome to CMS Enterprise Portal o] CMS Secure Portal

. To log imia tha CUE Foral 3 CME user aczomt
The CMS Erterprise Portal is a gateway being ofiersd to :
allow the public 1o access a number of systerns related to

Medizare Advantage, Prescription Drug, and other CMS . J [ a Lagin to CMS Secure Partal

programs.

Eomi uzer 197

Get E-Mail Alerts

CMS Provides Health Coverage for 100 Million
Ppnp}(\_" ANTady @ Sbecriert
anags Your SiEtRRont
Prvac Powy
# !hmu;n Medicare, Medicaid, and the Children's Haalth Insurance R’cgrem
CMS News ]
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Step

Action

Screen Displayed

Review the Terms and Conditions and click the |
Accept button.

Home | About CMS | Newsroom | Archive | (€ Help & FAQs | [ Email | {5 Print

CMS_gOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

Terms and Conditions

‘OMB No0.0938-1236 | Expiration Date: 04/30/2017 | Paperwork Reduction Act

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network, (3) all computers connected to this network,
and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided for U S. Gevernment-authorized
use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.
By using this information system, you understand and consent to the following:

You have no reasonable expectation of privacy regarding any communicafion or data transiting or stored on this information system.

At any time, and for any lawful Government purpose, the government may monitor, intercept. and search and seize any communication or data transiting or stored on
this information system

Any communication or data transiting or stored on this information system may be disclosed or used for any lawful Government purpose

To continue, you must accept the terms and conditions. If you decline, your login will automatically be cancelled.

Select Request Access Now on the CMS Enterprise
Portal page.

You may also select the down arrow next to your name
in the top right of the screen, then select My Access
from the drop down menu.

@ PortalHelp&FAGs @) Print

CMS
.gov

[% Logout  Weicome - =

Enterprise Portal

My Portal

CMS Portal = My Portal
|

Welcome to CMS Enterprise Portal

Use the link below to request access to

Request Access Now

tact Help Desk

The Enterprise Portal combines and displays content and forms from multiple applications,

supports users with navigation and cross-enterprise search tools, supports simplified sign-on,
and uses role-based access and personalization to present each user with only relevant content
and applications. The vision of the Enterprise Portal is to provide "one-stop shopping”
capabilities to improve customer experience and satisfaction.

Application Access
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Step

Action

Screen Displayed

The Access Catalog, My Access and My Pending
Requests panels will display.

Select Other Actions in the My Access section.

CMS Portal > EIDM user menu page > My Access

Access Catalog  EEAL AR B REQUEST ADMIN ROLE My Access

DMEPOS Bidding System
DBidS)

Help Desk InBarmatian
#77-577-5301

Existing Roles
Auhorzed Offcias

My Pending Requests

Yius dis ot hirve any pendng requests at this lime.

The View And Manage My Access page will display.

Select Modify Business Contact Information in the left
hand navigation pane.

CQMO§ Enterprise Portal

My Portal

CMS Portal = EIDM user menu page > My Access

| My Access
* Modify Business Contact
Infarmation

View and Manage My

View And Manage My Access

You are currently registered for the following application(s}.

h Application |TakE an Acticn
coess
L] Reguest Mew Application o § Add a Role
Access DMEPOS Bidding System {DBidS) Remove a Role
View/Madify a Rols
| Requests

% My Pending Approvals
) My Pending Requests

| Administration
._’g View and Manage Users
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Step Action Screen Displayed
7 The Modlfy Busm(_ass C_ontact I_nfo_rmatlon page will o e Modify Business Contact Information p—
appear. View or edit the information in these fields. AL E e L R R
\}::;:. and Manage My i
(0 Request New Appiication Tite: ~]  Frst Name: Middle Name: Last Name: suffc: | [~]

Once the changes are completed, click Next.

Note: The fields in gray contain information that cannot
be modified.

If you are not going to make any changes to the Modify
Business Contact Information, click Cancel to exit this
screen.

Access

~|Requests
% My Pending Approvals
B My Pending Requests

~|Administration

& View and Manage Users

i

Business Contact Information

* Company Name

ny Phone Number:

hone Number:

8 The Modify Business Contact Information - Review
screen will appear. If you are satisfied with your
changes, click Submit.

If you need to update or correct your changes, click Edit.
You will be taken back to the Modify Business Contact
Information screen.

If you wish to cancel your changes, click Cancel.

Note: Your modification will not be completed
until you click Submit.

My Access
@ Modify Busines Contsct
Information
. View and Manage My
Access
[ Reguest New Application
Access

*|Requests
% My Pending Approvals
B My Pending Requests

~|Administration

& View and Manage Users

Modify Business Contact Information Review

Hame

First Name: Middle Name

Last Name:

rity Number:

Business Contact Information

Company Nams

Phone

Company Phons Numbsr:

Office Phone Number:
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Step Action Screen Displayed

The Modify Business Contact Information screen

9 | contains a tracking number for your request. Record s Modify Business Contact Information Acknowledgement
this tracking number and use it if you have questions ]?h::g el o AE e
regarding the status of your request. iﬁ:-fp and Manage My R i e
[0 Request New Application Please use this number in all correspondence concerning this request.
Click OK to close the acknowledgement page and be Access You vill receive an email ance your request has been processed,
returned to the View And Manage My Access page. ~/Requests

% My Pending Approvals
[ My Pending Requests

~ | Administration

& View and Manzae Users
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D. Updating Your Contact Information

It is very important for all users (authorized officials, backup authorized officials and end users) to keep their contact information (such as an e-mail
address, telephone number or address) current in EIDM. Many critical notices are sent to the e-mail address on file in EIDM during registration and
bidding. If you need to update contact information (such as an e-mail address, telephone number or address), you should promptly do so in EIDM.

Step Action Screen Displayed
1 Go to the CBIC website: www.dmecompetitivebid.com.
Click Round 1 2017.
Go to Bidding Suppliers and then click Registration.
Click Register Now.
> On the CMS Enterprise Portal page, click Login to oy

CMS Secure Portal.

CMSQOV IEnterprlse Portal

Medicare & Medicaid Services Leam atout o heatheam

Healih Cars Casainy Impecvernart Sysiom  Frovides Smsources

CULE Poral = Waktems 85 OME Pertsl

Welcome to CMS Enterprise Portal

The CMS Ertterprise Fortal is a gateway being offered to
allow the public to access a number of systermns related to
Medizere Advantage, Prescription Drug, and other CMS
programs.

CMS Provides Health Coverage for 100 Million
People...

ChBOTEs up 0 the age o1 19 i need
e

-..threugh Medicare, Medicald, and the Children's Haalth Insurance Pregram

v MmN 1 ke T Bl
[TRPYE N B — i

SULCoT P,

opsnes Suareh £UE gov

@ Login to CMS Secure Portal

Foeg

Get E-Mail Alerts

Arady a subacroe?

Wanags Your Siacotont
Prvacy Ponsy

Err
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Step

Action

Screen Displayed

Click the | Accept button on the Terms and Conditions

page.

Home | About GMS | Newsroom | Archive | (@) Help & FAQs | () Email | [ Prnt

CMS,QOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

di

Terms and

15

‘OMB No0.0938-1236 | Expiration Date: 04/30/2017 | Paperwork Reduction Act

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network, (3) all computers connected to this network,
and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided for U.S. Government-authorized
use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

By using this information system, you understand and consent to the following:

You have no reasenable expectation of privacy regarding any communication or data transiting or stored on this information system

At any time, and for any lawful Government purpose, the government may monitor, intercept, and search and seize any communication or data transiting or stored on
this information system.

Any communication or data transiting or stored on this information system may be disclosed or used for any lawful Government purpose

To continue, you must accept the terms and conditions. If you decline, your login will automatically be cancelled.
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Step

Action

Screen Displayed

4 Enter your user ID and password on the Welcome to
CMS Enterprise Portal screen.
CMS gov Enterprise Portal Home | Aboul CMS | Newsroom | Archive | @ Help & FAGs | () Email | (], Print
Note: If after three (3) attempts you are unable to Centers for Medicare & Medicaid Services
successfully enter your user ID and/or password, Health Care Qualy Improvement System  Provider Resources
your account will be locked for 60 minutes. You _
may attempt to log into EIDM again after 60
minutes. If you have forgotten your user ID or
password, you may recover them by using the vsern[ ]
“Forgot User ID?” link or the “Forgot Password?” T E—
link at the bottom of the log in screen.
Click Log In. Forao Passworg?
Forgot User ID?
Need an account? Click the link - New user reqistration
]
5 On the Welcome to CMS Enterprise Portal page, @romteparios @ pam (3 tonout  Welcome - |5
select the down arrow next to your name on the upper CMS| crrerprise porta
right side of the page. 9

Select My Profile from the drop down menu.

CMS Portal = My Portal
|

Welcome to CMS Enterprise Portal

Use the link below fo request access to
Systems/Applications

Request Access Now

Contact Help Desk

The Enterprise Portal combines and displays content and forms from multiple applications,
supporis users with navigation and cross-enterprise search tools, supporis simplified sign-on,
and uses role-based access and personalization fo present each user with only relevant content
and applications. The vision of the Enterprise Portal is to provide "one-stop shopping”
capabilities to improve customer experience and satisfaction.

Application Access
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Step

Action

Screen Displayed

The View My Profile page will appear.

In the left hand navigation pane, click the arrow next to
Change My Profile to display the changes you can
make to your EIDM profile.

- Change e-mail address

- Change challenge questions and answers
- Change phone number

- Change home address

- Change password

Click on one of the links to change the selected
information.

Note - The following fields cannot be
modified:

e First Name
e |ast Name
e Date of Birth

This is to protect others from accessing and
modifying your account. To update this
information for EIDM, you must contact the CBIC
customer service center at 877-577-5331.

Cg”és Enterprise Portal

My Portal

CMS Portal > EIDM user menu page > My Profile

Screen reader mode Off | Accessibility Settings
E

7 Change My Profile
Change E-mail Address
Change Phone number View My Profile
Change Challenge Questions and Answers
Change Address
View My Profile First Name
Change Password Last Name
Date of Birth
E-mail Address -
U.S Home Address
Phone Number :
Home Address Line 1
Home Address Line 2
City
State
Zip Code
Country: USA
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Step Action Screen Displayed

7 The change page will display, showing the current CMS [Ericrome Portal
. . gov
information on record. -
My Poral
Enter the new information and select Next. o S O B R R TN Pl
Scresn readar moda Off | Accessibiity Settings

Once you complete your change, an acknowledgement
page will display.

Change My Profile
Changs E-mail Addrass Change Phone number
Hamber

e Questions and Answer four Phone number has been updated succusshull

Select OK to close the page and be returned to the View
My Profile page.
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E. Removing a Role From Your Access

Backup authorized officials (BAOs) and end users (EUs) may remove their role in order to associate to another role. Authorized officials (AOs) may
remove their own role if they are the only member of their organization registered in EIDM. AOs who have a BAO or EU in their organization
registered in EIDM and need to remove any role (AO, BAO, or EU) must contact the CBIC customer service center at 877-577-5331.

If an EU is removed from that role, he or she may be promoted to a BAO or AO (if included on the CMS-855S application) by registering again in
EIDM for the new role. Updates to the CMS-855S application may be submitted in PECOS or with the NSC. The NSC has up to 45 days to verify
and update PECOS during the registration period. Once the registration window closes, EIDM users may not add new roles.

Step Action

Screen Displayed

1 Go to the CBIC website: www.dmecompetitivebid.com.

Click Round 1 2017.
Go to Bidding Suppliers and then Registration.

Click Register Now.

2 On the CMS Enterprise Portal page, click Login to
CMS Secure Portal.

CMS.QOV iEnterprlse Portal M | Abe M | Bowrro | Ao | 9 bt P | 1) Emad | iy
Centars lor Medicare & Medicaid Servces

Leam anout yorn Beathcam opsoes || gusecus, o

st Cars Chsairy Ingecvermars System  Proviges Amsoarces

CULE Poral = Waktems 85 OME Pertsl

Welcome to CMS Enterprise Portal

CMS Secure Portal
To kog e tha CME Porial 3 CME user soooed
The CMS Erterprise Pottal is a gateway being offersd to ke recssns
@ Login to CMS Secure Portal

allow the public to access a number of systems related to
Medizere Advantage, Prescription Drug, and other CMS

programs.

CMS Provides Health Coverage for 100 Million
People...

-..threugh Medicare, Medicald, and the Children's Haalth Insurance Pregram

CMS News ]
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http://www.dmecompetitivebid.com/

Step

Action

Screen Displayed

Click the | Accept button on the Terms and Conditions

page.

Home | About CMS | Newsroom | Archive | () Help & Fas | [ Email | ([T Print

CMS,QOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

Terms and 1S

‘OMB No.0938-1236 | Expiration Date: 04/30/2017 | Paperwork Reduction Act

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network, (3) all computers connected to this network,
and (4) all devices and storage media attached to this network or to a computer on this network_ This information system is provided for U S. Government-authorized
use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

By using this information system, you understand and consent to the following

You have no reasenable expectation of privacy regarding any communication or data transiting or stored on this information system

At any time, and for any lawful Government purpose, the government may monitor, intercept, and search and seize any communication or data transiting or stored on
this information system.

Any communication or data transiting or stered on this information system may be disclosed or used for any lawful Government purpose.

To continue, you must accept the terms and conditions. If you decline, your login will automatically be cancelled.
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Step Action

Screen Displayed

4 Enter your user ID and password on the Welcome to
CMS Enterprise Portal screen.

Note: If after three (3) attempts you are unable to
successfully enter your user ID and/or password,
your account will be locked for 60 minutes. You
may attempt to log in to EIDM again after 60
minutes. If you have forgotten your user ID or
password, you may recover them by using the
“Forgot User ID?” link or the “Forgot Password?”
link at the bottom of the Login screen.

Click Log In.

CMS ,gOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

Welcome to CMS Enterprise Portal

Eorgot Password?
Forgot User ID?

Need an account? Click the link - New user regisiration

Home | About NS | Newsroom | Archive | (@) Help & FAQs | () Email | [, Print

5 Click Request Access Now on the Welcome to CMS
Enterprise Portal page.

You can also select the arrow next to your name in the
upper right side of the page, then select My Access
from the drop down menu.

opnrlﬂl Help & FAQs & Print
CMS
Enterprise Portal
.gov P
My Portal

CMS Portal = My Portal

E:. Log Out Welcome - [g

Welcome to CMS Enterprise Portal

The Enterprise Portal combines and displays content and forms from multiple applications,
supports users with navigation and cross-enterprise search 10015, SUPD ikl —
and uses role-based access and personalization to present each user with only relevant content
and applications. The vision of the Enterprise Portal is to provide "one-stop shopping”
capabilities to improve customer experience and satisfaction.

Application Access

Use the link below to request access to
Systems/Applications

é Request Access Now

Contact Help Desk

EIDM Reference Guide

DMEPOS Competitive Bidding Program

40




Step

Action

Screen Displayed

The Access Catalog, My Access, and My Pending
Requests panels will appear.

Select Remove Role.

In the My Access panel, your current roles will appear.

Enterprise Portal

CMS
.gov

Wy Portal

CMS Portal > EIDM user menu page > My Access
SR TN Start yping (o filter apps..

eb based spplication that allows  The Medicare Part 8 Drug Aversge Sale Frice  Bundled Payments for Care Imgrovement Data File
individuals and orgnizations to fie secvo Mars. (ASF) zpplication = 2 dta collection system
Wore

B REQUEST ADMIN ROLE

My Access ~

DMEPQS Bidding System
(DBidS)

Help Desk Information
TED
I=®

Help Desk Information
Help Desk Information 410-750-4E24
TEQ

tmestna@yahoo.com
0

The Request to Remove Role page will display.

Under the Remove a Role column, select Remove for
the role you want to remove.

o Portal Help & FAQs = Print

CMS
gov

Enterprise Portal

My Portal

CMS Porial = EIDM user menu page > My Access

v/ My Access Request To Remove DMEPOS Bidding System (DBidS) Role
@ Modify Business Contact
et To remove = rale from an applicstion, click the Remava 2 Role link, You c=n only remove ona role 3t 3 time, Onee a role
& Vicwaand bisiaos wy is remaved from =n application, you will need to request access sgain to have it restored,
Access
L) Request New Application My Role Information:
Access

My Roles | Existing Role Details ‘ Remove 3 Role

¥/ Requests Autharized Official s
% My Pending Approvals
[ My Pending Requests Authorized Official

Remove
»| Administration

& View and Manage Users

A box will appear with a confirmation statement. The
confirmation statement reads: “Are you sure you want to
remove this role? Once the role is removed, you will
need to request access again to have it restored.”

Select OK to remove the role or Cancel to keep the
current role.

Confirmation

Are you sure you want to remove this role?

Once the role is removed, you will ne=d to request access again to have it restored. Select 'OK to continue, Otherwise, select
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Step Action Screen Displayed
9 The Request to Remove DMEPOS Bidding System @rortsiteparaas [ print [# Log Out
(DBidS) Role Acknowledgement screen will appear.

CMS Enterprise Portal
.gov

My Portal

CMS Portal = EIDM usermenu page > My Access

~| My Access Request To Remove DMEPOS Bidding System (DBidS) Role Acknowledgement
é Modify Business Contact
§ e e e
Accass - Authorized Official
[L] Reguest New Application  hac been removed.
Access Please use this number in all correspondence concerning this request.

= = Please allow a few minutes for processing before viewing the completed request.
@ My Pending Requests

~| Administration
& view and Manage Usars

After completing this process, if you wish to be assigned a different role, complete the steps in the
Modifying Your Current EIDM Access to add the DMEPOS Bidding System (DBidS) Application.
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F. Modifying Your Current EIDM Access to add the DMEPOS Bidding System (DBidS)

Application

If you are currently registered in an EIDM application for another line of Medicare business, such as myCGS, The SPOT (FCSO), Novitasphere, or
PS&R/STAR, your existing access must be modified to add the DBidS application for the DMEPOS Competitive Bidding Program.

To modify a current access to add the DBidS application, the authorized official (AO) should complete the following steps:

Step Action Screen Displayed
1 Go to the CBIC website at www.dmecompetitivebid.com.
Click Round 1 2017.
Go to Bidding Suppliers and then Registration.
Click Register Now.
2 On the Enterprise Portal page, click Login to CMS

Secure Portal.

reports.

Help Desk Contact Information
1-800-381-4724

cpcisupport@telligen com
For more information about CPC Read Here.

The Comprehensive Primary Care (CPC) portlet allows primary care practices ,
participating in the CPC Initiative to enter their quarterly milestone reporting, attest to

Comprehensive Prim%Care M cunion]

To log into the CMS Portal a CMS user account

is required
clinical quality measures, review staffing rosters, and download practice-specific
8 Login to CMS Secure Portal

Eorgot User ID?
Eorgot Password?
New User Registration
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http://www.dmecompetitivebid.com/

Step

Action

Screen Displayed

Read the Terms and Conditions.

Click I Accept.

Home | About CMS | Newsroom | Archive | ) Help & FAGs | ([ Email | (5 Frint

CMS _gov Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

Terms and Conditions

‘OMB No.0938-1236 | Expiration Date: 04/30/2017 | Paperwork Reduction Act

ou are inga U.S. G i

system, which includes (1) this computer, {2} this computer network, (3} all computers connected to this network,
and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided for U.5. Government-authorized
use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

By using this information system, you understand and consent fo the following

“f'ou have no reascnable expectafion of privacy regarding any communication or data transiting or stored on this information system.
At any time, and for any lawful G purpose, the g

this information system.

may monitor, intercept, and search and seize any communication or data transiting or stored on

‘Any communication or data transiting or stored on this informafion system may be disclosed or used for any lawful Government purpose.

To confinue, you must accept the terms and cendifions. If you decline, your login will automatically be cancelled.

EIDM Reference Guide

DMEPOS Competitive Bidding Program

44




Step

Action

Screen Displayed

Enter your user ID and password and select Log In.

CMs_gOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

o

Forgot Passward?
Forgot User ID?

Need an account? Click the link - New user regisiration

Home | AboutCMS | MNewsroom | Archive | ) HepaFaas ‘ () Email ‘ \e Print

Welcome to CMS Enterprise Portal

appear.

Click Request Access Now.

menu.

The Welcome to CMS Enterprise Portal page will

hand corner, then select My Access from the drop down

0 Portal Help & FAQs & Prnt

cg%§ Enterprise Portal

My Portal

You may also select the down arrow in the upper right S Pora - W P

Welcome to CMS Enterprise Portal

The Enterprise Portal combines and displays content and forms from multiple applications,
and uses role-based access and personalization o present each user with only relevant

capabilities to improve customer experience and satisfaction.

supports users with navigation and cross-enterprise search tools, supporis simplified sign-on,

content and applications. The vision of the Enterprise Portal is to provide "one-stop shopping”

Request Access

Use the link below io request access o
Systems/Applications

Contact Help Desk
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Step

Action

Screen Displayed

The Access Catalog section will display.

Scroll down or use the Search section to locate the
DMEPOS Bidding System (DBidS) application.

Select Request Access on the DMEPOS Bidding
System (DBidS) application.

Note: If you already have access to DBidS, the

application will be displayed in the My Access section.

@ Portal Help & FAGs

CMS
‘gov

Enterprise Portal

My Portal

& Print

[# Log out

Welcome -

CMS Portal > EIDM user menu page > My Access

PRI TE TR T Z11LY. R Start typing to filter apps

m ReQUEST ApmiN RoLE  [ETEEETEY

My Access

ASETT

ASETT i 8 Woae-Dased sopboaton Bat aiows
peibachtdengug ap i sy

HHein Dank Infarmation

Fequues Assess
cos
Acosss i £ sopicaion
Sy Falwictage
el Digk Infarmatinn
800279000

iy

DMEPOS Bidding System
(DBids)

Durate Maiedl Bgupmiot
& fucpien [DAEPOS) B

el Dk Indarmation

ITEEE R

~ Initiative (CPC)

Referral System |[ECRS)

Yo cutrenty do nol hae acoéss bo any appicsSions. Please use the
ASP Bundied Payments EFT Becess casalog 10 recuds! ALcess 10 ing AppiCaRCNS.

Bunmes ety for i Improvamant Duts P
Tearater

el Dorsk fnrrmation
aT0-Te0a800

Rauess Asasss

Comprehensive Primary Care

T Correratarae Fir
o #area Seast

My Pending Requests

Yexa o ok have any pending requests al this lime
Elsctronic Cormespondence
b

Rl Aweess Arwwesd Avirss
FFM/Training — GENTRAN
Agents/Brokers/Assisters Copnran imagrwon S (0] s v
TRarat Eares 4 Fanie CagADitad W

gacts wa brriowrs
T et

s rmqms: socenn o

[ ey e——
[

The Request New Application Access page will
appear.

Select “l want to register as an Authorized Official,
Backup Authorized Official, or End User for the
DMEPOS Competitive Bidding System (DBidS).”

Select your role from the drop down menu.

;QMO§ Enterprise Portal

My Portal

CMS Portal = EIDM User menu page = My Access

My Acress
f View and Manage My
Alciss
L) Request New Appikcation
Acciss
- ReqUests.
B My Pending Roquests

Apphcation Description

Durable Medical Eggiment, Prosthetics, Orthotics & Supplies (DMEPOS) Bidding System - The DMEPDS Bidding System is for supphiers.
submitting 3

Request New Application Access

iHelp
Registration Group
Select & value from the oplions being

* Required Foeld

PUERGS Bidding System (DEMS) ~

selected prodects 0 3 partiule Competitve Bidding Area (CBA).

Sthecl 3 () | want o register a3 an Authorized Official Backup Authorized Official or End User for the DMEPOS Competitive Bidding System (DB5)

Gorou;

Select 3 Rl

O Twant

0 register as a D@idS Help Desk User
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Step

Action

Screen Displayed

The Request New Application Access page will
refresh and request your name and company

Organization Information fields (for example, a unique
PTAN and the company name and address.) The PTAN
must match information on the CMS-855S application.

Note: The PTAN can be any location that you intend to
include on your bid to furnish items in the CBA(S).

BAOs and EUs go to page 49 and complete steps 8a-
10c.

Enter Reason for Request such as ‘Enter bid data,’ or
‘Approve bid’ and click Next.

information. Complete the requested fields, and click o
Next CMS Portal > EIDM user menu page = My Access
. “—w-ﬁwm::nk-ne'an: o ? o Inelp
E‘-‘:"’ S * Required Field Tithe
Riquest Hew Applcation  paase update your profie to continue the reswest for an application access. Sefect 3 value from the options Beng
:’.:;:ols:m‘ i drsplayed.
B My Pending Requests Title w|  First Name: |Bobld Middle Name Last Namy # ~
Business Contact Information
o
Phone
(=)o
You will have different options depending upon your CHs e EpHsermenpsse = Myfceess
8 rOIe v@:vj\nzsz ) . Request New Application Access N
Access
. . LD Reguest New Application ication Description: idding System (DB -
FOI’ the AUthOI’IZGd OffICIa| - CO m p I ete StepS 8‘10 . A“‘Esq " EZEL;E_ Me:i;acll ?;tipm;?;i?;jh%:;. i::;si:icsl;E%Bl.li?iatstl;m\‘;:gs) E:\‘ddingcf“#em - The DMEPOS Bidding System is for suppliers .
Enter the PTAN and organization’s information in the e R e s i ey ot e e (55 ]

Select a () I want to register as an Authorized Official Backup Authorized Official or End User for the DMEPOS Competitive Bidding System (DBidS)
GrouP: (™) | Lant to register as a DEidS Help Desk User

Salect a Role: | Autharized Official v
Role Description: The user with this role is an appointed official to whom the organization has granted the legal authority to enroll the

organization in the Medicare program. To register for this role, the user must be listed on the CMS 8555 Medicare
asan Official. The AQ creates the organization. Each arganization can have only ane AO.

= PTAN:

* Organization Name:

Company Teleohone: Telephone Extension:

—
Valid Telephone Number Format is XXX-X00010000

Company Fax:

Fax Number Extension:

Walid Fax Number Format is 3000200600000

= Address 1: Address 2:
* City: * Stata/Territary: ~]
* Zip Code: - Zip Code Extension:

* Reason for Request:

€ &
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Step

Action

Screen Displayed

The Request New Application Access Review page
will display. If the information shown is correct, click
Submit.

o Portal Help & FAQs

CMS
.gov

My Portal

& Print

Enterprise Portal

CMS Porial = EIDM user menu page = My Access

~|My Access
f. View and Manage My
Access
(Z) Request New Application
Access

~|Requests
@ My Pending Requests

|

Request New Application Access Review
* Required Field

Application Description: |DMEPOS Bidding System (DBids) [+]

Durable Medical Equipment, Prosthetics, Orthotics & Supplies (DMEPOS) Bidding System - The DMEPOS Bidding System is for suppliers
submitting a bid for selected products in a particular Competitive Bidding Area (CBA).

Name
Title: ¥

First Name: Middle Mame: Last Name: suffoe: [ [v]

Professional Credentials:

Sodial Security Number

Business Contact Information

Company Name:

Address 1:

Address 2:

City:
State/Territory: [~

Zip Code: Zip Code Extension:

Phone

Company Phone Number:

Office Phene Number:

Extension:

Extension:

Group Selected: DMEPOS Bidder

Role Selected: Backup Authorized Official

Role Description: The user with this role is an appointed official to whom the organization has granted the legal authority to enroll the
organization in the Medicare program. To register for this role, the user must be listed on the CMS B55S Medicare
Enrollment as an Authorized Official. The BAO is not a required role for an organization (PTAN.

Organization Search

Organization: ]

Reason for Request:

==

[% Logout Welcome " i v =

ik

Re
The Review page |
your request. Please
to conti

10

The Request New Application Access
Acknowledgement page will appear. Your request
tracking number will display.

Click OK to be returned to the View And Manage My
Access page.

The new role will not appear on the View And Manage
My Access page until it has been approved by your
organization’s AO or BAO, or for five minutes in the case
of an AO adding the role.

@ Portal Help & FAQs

CMS
.gov

Enterprise

My Portal

& Print [% Logout  Welcome

Portal

CMS Portal = EIDM user menu page > My Access

~|My Access
&, View and Manage My

ss
(1 Request New Application
Access

~|Requests
@ My Pending Requests

Request New Application Access Acknowledgement

Your EIDM request has been successfully submitted.
The tracking number for your request s:

Please use this number in all correspondence concerning this request.
You will receive an email once your request has been processed.

il

Acknow

Your request or
sub
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If the BAO or EU wishes to be associated with the added DBidS application, he or she should complete steps 1-7 above. The BAO or EU must then
complete steps 8a-10c below. The AO approves the BAO or EU’s request to be associated with this PTAN for the DBIidS application.

Step Action Screen Displayed
8a H -] Request Additional DMEPOS Bidding System (DBidS) Role
The backup authorized official or end user should enter —
the PTAN, click Search, and using the Organization
Selected Application: |DMEPOS Bidding System (DBidS) ﬂ
drop down bOX, SeIeCt your Company- Durable Medical Equipment, Prosthetics, Orthotics & Supplies (DMEPOS) Bidding System - The DMEPOS Bidding System is for suppliers

submitting a bid for selected products in a particular Competitive Bidding Area (CBA).

Enter Reason for Request such as ‘Add an application’ My Role Information: |

My Roles [ Existing Role Details

and click Next. End User

End User

Select @ @) 1 want to register as an Authorized Official Backup Authorized Official or End User for the DMEPOS Competitive Bidding System (DBidS)
Group:

Select a Role: [End User [v]

Role Description:  The user with the End User role is trusted to input bid data. The End User cannot approve Form A or certify Form B.An
organization (PTAN) can have one or more End Users,

Organization Search
* PTAN:

* Qrganization; |l ; ; ﬂ

* Reason for Request:
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9b

The Request Additional DMEPOS Bidding System
(DBidS) Role Review page will display with the entered
information. If the information is correct, click Submit.

Request Additional DMEPOS Bidding System (DBidS) Role Review
* Required Field

Selected Application: |DMEPOS Bidding System (DEidS) ﬂ
Durable Madical Equipment, Prosthetics, Orthetics & Supplies (DMEPOS) Bidding System - The DMEPROS Bidding System is for suppliers
submitting a bid for selected preducts in a particular Competitive Bidding Area (CBA).

My Role Information:
My Roles Existing Role Details
Authorized Official

Group Selected: DMEPOS Authorized Official, Backup Authorized Official, or End U

Role Selected: Authorized Official
Role Description: The user with this role is an appointed official to whom the erganizaticn has granted the legal autherity to enroll the

arganization in the Medicare program. To register for this role, the user must be listed on the CMS B555 Medicare
Enrollment application as an Authorized Official. The AQ creates the organization. Each organization can have only one A0,

PTAN:

Organization Mame:

Company Telephons: Telephane Extension:
Walid Telephone Number Format is 300020003000
Company Fax: Fax Number Extension:
Walid Fax Number Format is 30C-000-0000(
Address 1: Address 2:
City: Stake, Territory: (]
Zip Code: - Zip Code Extension:

Reason for Request:

€D €D D

10c

Once the AO approves the BAO’s and EU’s request, the
Request Additional DMEPOS Bidding System
(DBidS) Role Acknowledgement page will display.

Click OK to be returned to the View And Manage My
Access page.

CMS Portal = EIDM user menu page > My Access

¥ My Access Request Additional DMEPOS Bidding System (DBidS) Role Acknowledgement
§ Modify Business Contact .
Information Your EIDM request has been successfully submitted.

A ey The tracking number for your request is:

Access

L) Reguest New Apglication Please use this number in all correspondence concerning this reguest.,
Access You will receive an email once your request has been processed.

“IRequests | o
% My Pending Approvals
B My Pending Requests

| Administration
&y View and Manage Users
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G. Adding a Role to your Access to Associate with Multiple PTANs

You can have only one role — AO, BAO, or EU — in EIDM for the DMEPOS Bidding System (DBidS) application. For example, you cannot register as
an AO for one PTAN and register as an EU for another PTAN. However, for certain situations your role may be associated with multiple PTANSs in
EIDM. In most situations, you should register in EIDM with only ONE PTAN, regardless of your business organization type (supplier with single
location, supplier with multiple locations, or network). Only TWO exceptions could apply:

1.

Primary members of a network only register ONE time. If the primary network member wants to submit an individual bid for a competitive
bidding area (CBA) and product category combination that is separate from the network’s bid(s), the primary member should still register
ONE time. Then the primary network member should modify his or her access by adding a role to enter another PTAN (see step 6 below-
Add Role): one PTAN for the network bid and another PTAN for the individual bid. However, members of a network (who are not the primary
network member) who are submitting a bid(s) for a CBA and product category combination separate from the network bid(s) will need to
register to submit their separate bid.

Companies that are commonly owned and/or commonly controlled should register only ONE time and submit ONE bid application that
includes all locations that provide the product category in the CBA. All locations that provide items in a product category to beneficiaries in a
CBA must be included on the bid application. Regulations do not allow commonly owned or commonly controlled companies to bid against
themselves. However, if your organization has commonly owned or commonly controlled entities that are bidding on different product
categories in the same CBA or the same product category in different CBAs, you have the option to register a different PTAN for each bid.
Remember, commonly owned or controlled bidders cannot bid for the same product category in the same CBA. For definitions of commonly
owned or controlled companies, see Definitions on page 7.

To add a PTAN, you must go to My Access and select Add a Role. The AO should complete the following steps. For BAO and EU instructions, go
to page 58.

Step

Action Screen Displayed

Go to the CBIC website at www.dmecompetitivebid.com.

Click Round 1 2017.
Go to Bidding Suppliers and then Registration.

Click Register Now.
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http://www.dmecompetitivebid.com/

Step

Action

Screen Displayed

On the Enterprise Portal page, click Login to CMS
Secure Portal.

Comprehensive PrimﬂCare

The Comprehensive Primary Care (CPC) portiet allows primary care practices , is required

pating in the CPC Initiative to enter their quarterly milestone reporting, attest to

CMS Secure Portal

® To log into the CMS Portal a CMS user account

pal
clinical quality measures, review siaffing rosters, and download praciice-specific

reports. {0 S Secure Portal
Help Desk Contact Information

1-200-381-4724

cocisupport@telligen.com
For more information about CPC Read Here.

Forgot User ID?
Eorgot Password?
New User Registration

Read the Terms and Conditions.

Click I Accept.

CMS.gov

Centers for Medicare & Medicaid Services

Home | About CMS | Newsroom | Archive | ) Help & FAGs. | ([ Email | (&5 Frint

Enterprise Portal

Health Care Quality Improvement System Provider Resources

Terms and Conditions

‘OMB No.0938-1236 | Expiration Date: 04/30/2017 | Paperwork Reduction Act

You are ing a U.S. G system. which includes (1) this computer, {2) this computer network, (3) all computers connected to this network,
and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided for U.5. Government-authorized
use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

By using this information system, you understand and consent fo the following

“f'ou have no reascnable expectafion of privacy regarding any communication or data transifing or stored on this information system.

At any time, and for any lawful purpose, the g may monitar, intercept, and search and seize any communication or data transiting or stored on
this information system.

Any communication or data transiting or stored on this informafion system may be disclosed or used for any lawful Government purpose.

To confinue, you must accept the terms and cendifions. If you decline, your login will automatically be cancelled.
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Step Action Screen Displayed

4 Enter your user ID and password and select Log In

Home | AboutCMS | MNewsroom | Archive | ) HepaFaas ‘ () Email ‘ \e Print

CMs_gOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

Welcome to CMS Enterprise Portal

o

Forgot Passward?
Forgot User ID?

Need an account? Click the link - New user regisiration

5 The Welcome to CMS Enterprise Portal page will
appear.

0 Portal Help & FAQs & Prnt

Click Request Access Now. C$g§ Enterprise Portal

My Portal

You may also select the down arrow in the upper right —
hand corner, then select My Access from the drop down

Welcome to CMS Enterprise Portal
menu.

- - - Use the link below to request access to
The Enterprise Portal combines and displays content and forms from multiple applications, SystemsiApplications

supports users with navigation and cross-enterprise search tools, supports simplified sign-on,
and uses role-based access and personalization to present each user with only relevant

content and applications. The vision of the Enterprise Portal is to provide "one-stop shopping”
capabiliies to improve customer experience and satisfaction.

Contact Help Desk
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Step

Action

Screen Displayed

The Access Catalog, My Access, and My Pending
Requests panels will appear.

In the My Access panel, your current roles will appear.
Select Add Role.

Enterprise Portal

CMS
.gov

Wiy Portal

CMS Portal > EIDM user menu page > My Access

NIRRT ST I Start typing to fiiter apps...

(DBidS) T
ASETTis 5\Web-tased appliestion that sl The Visdicars Pan 3 Drug Aversgs Sale Price Bundled Paymens for Care Imgrovement Data File Help Desk Information T
individuals and organizations o file electro More {ASP) apploation & a data collection system Transter 877 5775331
A gy Other Actions.
tmiesting@yahos.com

B REQUEST ADMIN ROLE

My Access A

DMEPOS Bidding System

Help Desk Information
TED

Help Desk Information
T TED

o Existing Roles
TEQ Authorized Officisl

The Request Additional DMEPOS Bidding System
(DBidS) Role page will appear. You must select your
current role in the Select a Role drop down menu. You
are restricted to choosing your existing role. For
example, authorized officials can only select the
authorized official role from the drop down menu.

@ Portal Help & FAQs & Print

CMS
.gov

B Log Out Welcome

Enterprise Portal

My Portal

CMS Portal > EIDM user menu page > My Access

| My Access

Request Additional DMEPOS Bidding System (DBidS) Role
§ Modify Business Contact

= Required Field

Information
. view and Manage My Selacted Application: [DMEPOS Bidding System (DBidS) This s
A_““ﬁ: BTN Durable Medical Equipment, Prosthetics, Orthotics & Supplies (DMEPOS) Bidding System - The DMEPGS Bidding System is for suppliers as you
E:-' 9 e submitting a bid for selected products in a particular Competitive Bidding Area (CBA). hel
ccess
| Requests My Role Information:

% My Pending Approvals
B My Pending Requests

| Administration
& View and Manage Users

My Rales Existing Role Details
Authorized Cfficial

Select 2 @ I want to register as an Authorized Official Backup Authorized Official or End User for the DMEPOS Competitive Bidding System (DEBidS)
Group:

[ Selact 3 Role: l
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Step

Action

Screen Displayed

Enter the PTAN you wish to add and the organization’s
information in the Organization Information fields.

Enter Reason for Request such as ‘Add a PTAN' and
click Next.

Request Additional DMEPOS Bidding System (DBidS) Role
* Required Field

Selected Application: |DMEPOS Bidding System (DBidS)

Durable Medical Equipment, Prosthetics, Orthotics & Supplies (DMEPOS) Bidding System - The DMEPQS Bidding System is for suppliers
submitting a bid for selected products in 2 particular Competitive Bidding Area (CBA).

My Role Information:
My Roles | Existing Role Details |
Authorized Official
Authorized Official
Authorized Official

Select 3 (@) T want to register as an Authorized Official Backup Authorized Official or End User for the DMEPOS Competitive Bidding System (DBidS)
Group:

Select a Role: |Authorized Official[v |

Role Description:  The user with this role is an appointed official to whom the organization has granted the legal authority to enroll the
organization in the Medicare program. To register for this role, the user must be listed on the CMS 8555 Medicare
Enrollment application as an Authorized Official. The AQ creates the organization. Each organization can have only one AO.

*PTAN:
* Organization Name: ||
* Company Telephone: Telephone Extension:
Valid Telephone Number Format is Xo0X0K-2000K
Company Fax: Fax Number Extension:
Valid Fax Number Format is J00{-X00-3000(
* Address 1: Address 2:
* City: * State/Territory: ﬂ
* Zip Code: - Zip Code Extension:

* Reason for Request:
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Step

Action

Screen Displayed

The Request Additional DMEPOS Bidding System
(DBidS) Role Review page will display the entered
information. If the information is correct, click Submit.

Request Additional DMEPOS Bidding System (DBidS) Role Review
* Required Field

Selected Application: |DMEPOS Bidding System (DBidS) [~]

Durable Medical Equipment, Prosthetics, Orthotics & Supplies (DMEPOS) Bidding System - The DMEPOS Bidding System is for suppliers
submitting a bid for selected products in a particular Competitive Bidding Area (CBA).

My Role Information:
My Rales Existing Role Details
Authorized Official

Group Selected: DMEPOS Authorized Official, Backup Authorized Official, or End U

Raole Selected: Authorized Official
Raole Descripbion:  The user with this role is an appointed official to whom the organization has granted the |egal authority to enroll the

organization in the Medicare program. To register for this role, the user must be listed on the CMS 8555 Medicare
Enrollment application as an Authorized Official. The AD creates the organization. Each organization can have only one A,

PTAN:

Organization Mame:

Company Telephone: Telephane Extansion:
Valid Telephone Number Format is X00-3000-3000K
Company Fax: Fax Number Extension:
Walid Fax Number Format is 33030000000
Address 1: Address 2:
City: State/Tarritory: [v]
Zip Code: - Zip Code Extension:

Reason for Request:
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Step

Action

Screen Displayed

10.

The Request Additional DMEPOS Bidding System
(DBidS) Role Acknowledgement page will display.

CMS Portal = EIDM user menu page > My Access

§ Modify Business Contact
Information
\’L View and Manage My

Click OK to be returned to the View and Manage My hovess

Access page.

~|Requests
% My Pending Approvals
@ My Pending Requests

| Administration
&y View and Manage Users

La

¥ My Access Request Additional DMEPOS Bidding System (DBidS) Role Acknowledgement
Your EIDM request has been successfully submitted.
The tracking number for your request is:

D Request New Application Please use this number in all correspendence concerning this request.,
Access You will receive an email once your requast has been processed.
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If the BAO or EU wishes to be associated with the added PTAN, he or she should complete steps 1-7 above. The BAO or EU must then complete
steps 8a -10c below. The AO approves the BAO or EU’s request to be associated with this PTAN.

Step

Action

Screen Displayed

8a.

The backup authorized official or end user should enter
the new PTAN added by the AO, click Search, and
using the Organization drop down box, select your
company.

Enter Reason for Request such as ‘Add a PTAN' and
click Next.

Request Additional DMEPOS Bidding System (DBidS) Role
* Required Field

Selected Application; |DMEPOS Bidding System (DBidS) [~]

Durable Medical Equipment, Prosthetics, Orthotics & Supplies (DMEPOS) Bidding System - The DMEPOS Bidding System is for suppliers
submitting a bid for selected products in 2 particular Competitive Bidding Area (CBA).

My Role Information:
My Roles [ Existing Role Details
End User
End User

Selecta @) I want to register as an Authorized Official Backup Authorized Official or End User for the DMEPOS Competitive Bidding System (DBidS)
Group:

Select a Role: [End User [v]

Role Description:  The user with the End User role is trusted to input bid data. The End User cannot approve Form A or certify Form B.An
organization (PTAN) can have one or more End Users.

Organization Search
* PTAN:

* Organization: || ; i ﬂ

* Reason for Request:
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Step

Action

Screen Displayed

9b. The Request Additional DMEPOS Bidding System
(DBidS) Role Review page will display with the entered
information. If the information is correct, click Submit.

Request Additional DMEPOS Bidding System (DBidS) Role Review
* Required Field

Salected Application: [DMEPOS Bidding System (DBidS) [~]
Durable Madical Equipment, Prosthetics, Orthotics & Supplies (DMEPOS) Bidding System - The DMEROS Bidding System is for suppliers
submitting a bid for salected products in a particular Competitive Bidding Area (CBA).

My Role Information:
My Rales Existing Role Details
Authorized Official

Group Selected: DMEPOS Authorized Official, Backup Authorized Official, or End U

Raole Selected:  Authorized Official
Fole Description: The wser with this role is an appointed official to whom the erganization has granted the legal authority to enroll the
organization in the Medicare program. To register for this role, the user must be listed on the CMS 8555 Medicare
Enrollment application as an Authorized Official. The AQ creates the organization. Each organization can have only one AQ.

PTAN:

Organization Mame:

Company Telephone: Telephane Extension:
Walid Telephone Number Format is 3002000000
Company Fax: Fax Number Extension:
Walid Fax Number Format is 3XX-000-3000(
Address 1: Address 2:
City: State/Territory: ﬂ
Zip Code: - Zip Code Extension:

Reason for Request:

EIDM Reference Guide

DMEPOS Competitive Bidding Program 59




Step

Action

Screen Displayed

10c.

Once the AO approves the BAO’s and EU’s request, the

Request Additional DMEPOS Bidding System

CMS Portal > EIDM user menu page > My Access

@ Modify Business Contact
Information

| My Access Request Additional DMEPOS Bidding System (DBidS) Role Acknowledgement

Your EIDM request has been successfully submitted.

(DBidS) Role Acknowledgement page will display. o i anagety  The Bcking number for your requsst &

Access

Click OK to be returned to the View and Manage My ¥/ Requests

Access page.

%% My Pending Approvals
B My Pending Requests

| Administration
fm View and Manage Users

La_

(L) Request New Application  py__ | . this number in all correspondence cancerning this request.
Access You will receive an email once your reguest has been processed.
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