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Introduction

The following guide provides step-by-step instructions for entering or modifying a bid using the DBidS application. Before completing
the application and submitting a bid, all bidders should carefully review information such as the Request for Bids (RFB) instructions,
bidding charts, financial documentation requirements, and state and local licensure rules on the DMEPOS Competitive Bidding
Program website at http://www.dmecompetitivebid.com/.

For more detailed information regarding entering a bid into DBidS, please refer to the DBidS User Guide available on the DBidS
Welcome screen (see screen below).
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Getting Started

You must be registered and have received your IACS
(IndividualsAuthorizedAccess to the CMSComputer Services)
system user ID and password by the time registration closes.
This will allow you to access DBidS. For more information re-
garding registration in IACS, please visit the Competitive
Bidding Program’s website at:

http://www.dmecompetitivebid.com/.

To log into DBidS:

• Go to http://www.dmecompetitivebid.com/

• Click Suppliers

• Select Bidding Process

• Click Enter Bid Submission System (DBidS)

• You will be directed to the IACS login page

• Type your IACS user ID into the User ID field

• Type your IACS password into the Password field
(IACS user IDs and passwords are case sensitive)

• Click Login

• Click Enter DBidS

If this is your first time logging into DBidS, the Form A:
Business Organization Information screen will appear.
If you have previously logged into DBidS and completed this
screen, the Status screen will appear. If you have more than
oneNational Supplier Clearinghouse (NSC) number in IACS, the
NSC Number Selection screen will appear.

You will find an icon ( ) in the upper right corner of many
of the sections throughout DBidS. Click on this icon for
additional helpful information.

Tips

• After keying information into any page in DBidS, it is
always a good idea to save your entry by clicking Save.
DoNOT hit Enter. This will cause the screen to reset and
your information will be lost. Make sure you click the
appropriate button (such as Save, Back or Next).

• Error messages may display at the top of the screen in red.

• If you modify any information in Form A or Form B after
the bid (Form B) is certified, the Authorized Official (AO)
or Backup Authorized Official (BAO) will need to
re-approve Form A and re-certify Form B.

• If the DBidS application times out, you must completely
close the browser you are currently in and open a new
browser to log back into DBidS.

• You may also call the Competitive Bidding Customer
Service Center from 9:00 a.m. to 9:00 p.m. ET, Monday
through Friday, at 1-877-577-5331 for assistance.

• The screens and sections in DBidS are not numbered.
The screens are numbered in this guide to assist you
with using the guide.

• If using special characters, please use the International
keyboard to enter the information (see page 40).

http://www.dmecompetitivebid.com/
http://www.dmecompetitivebid.com/
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Form A
IMPORTANT • All suppliers (those with a single location, multiple locations, or networks) complete screens 1 – 4.

• AOs and BAOs must complete the Business Organization Information section ( ) from page 4.
• Please note only one user may enter data in Form A at a time.
• FormAmust be completed and approved by theAO or BAO before data may be entered on Form B.

* Please note that the screens and sections in DBidS are not numbered. These numbers are to assist you with using this guide only.

1
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Form A

The Form A: Business Organization Information screen
requests general information about your business.

Screen 1*: Form A – Business
Organization Information

1

3

2

* The screens and sections in DBidS are not numbered. These numbers are to assist you with using this
guide only.

1

2

3

Business Organization Information – Provide the supplier’s legal
business name that is reported to the Internal Revenue Service (IRS) for tax
reporting purposes.

Click the drop-down arrow and select one of the following:

• Supplier with single location – Suppliers with only one location and NOT
bidding as part of a network.

• Suppliers with multiple locations – Suppliers with more than one location
and NOT bidding as part of a network.

• Network supplier – Small suppliers that are submitting a bid as part of a
network. A network can have a minimum of two (2) and a maximum of 20 network
members (including the primary supplier submitting the bid(s) on behalf of the
network). The Network Name box appears when this option is selected.

Specialty Supplier – Only skilled nursing facilities (SNFs) and nursing
facilities (NFs) are eligible to bid as specialty suppliers if they intend to
provide competitively bid items to only their residents. If you choose Yes
and identify your business as a specialty supplier, you will only be allowed to
bid on enteral nutrition. IfNo is selected and the SNF or NF wins a contract,
the SNF or NFmust provide the product category to any Medicare beneficiary
residing in or visiting the competitive bidding area (CBA). If a SNF or NF is
not selected as a contract supplier, it must use a contract supplier for the
CBA to furnish competitively bid items to its residents. This response cannot
be changed once the bidding window closes.

Accreditation –All supplier locationsmust be accredited for the product cat-
egory for which the supplier is submitting a bid. As required by 42 CFR §
414.414 (c) of the final rule, each supplier location must meet quality
standards and be accredited in order to be awarded a contract. This
includes all product-specific standards. For a list of the Centers for Medicare
& Medicaid Services (CMS)-approved organizations and additional
accreditation information, visit:

http://www.cms.hhs.gov/MedicareProviderSupEnroll/.

If No is selected in the Accreditation section, you will receive the
following message: “Are you sure? Each location(s) must be accredited in
order to submit a bid. If you say OK, you may not continue.” If you clickOK,
you will be logged out of DBidS.

http://www.cms.hhs.gov/MedicareProviderSupEnroll/
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Screen 10*: Form B – Business Organization

3

2

1

* The screens and sections in DBidS are not numbered. These numbers are to assist you with using this guide only.

3

2

1 Revenue from Product Category – Select the
total revenue that you collected for this product category
in this CBA for the past calendar year. If you are
submitting a bid for multiple locations that serve
this CBA, select the total revenue for ALL locations.
If you are bidding as a network, select the total
revenue for this product category in this CBA for all
network members.

Select the percentage of total revenue for this product
category in this CBA that was collected from Medicare
for the past calendar year. Good faith estimates are
acceptable.

Customers Served – Enter the total number of all
customers served in this CBA for this product category,
not just the number of Medicare customers served, for
the past calendar year.

Select the percentage of that total number that were
Medicare beneficiaries. Good faith estimates are
acceptable.

Geographic Area – Identify the counties in the CBA
where you currently furnish this product category,
not counties where you would furnish this product
category if awarded a contract.

Indicate the percentage of this area where you currently
serve Medicare beneficiaries.

Note: CBAs are defined by ZIP codes. It is
important to note that only portions of some
counties may be included within a CBA. You
may find a list of ZIP codes included in each
CBA on the Competitive Bidding Program
website (http://www.dmecompetitivebid.com/)
under Suppliers > About the Program >
Competitive Bidding Areas.
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Screen 11: Form B – Furnished Items

For each Healthcare Common Procedure Coding System (HCPCS) code, enter the number of units that you provided to all customers in the past calendar year,
NOT the number of units you would provide if awarded a contract. Then enter the number of units you provided to Medicare beneficiaries. If you enter a number
into Units Provided to Medicare Beneficiaries that is larger than the number that was entered into Total Units Provided, an error message will
appear. To correct this error, you must increase the number in Total Units Provided first, and then delete the number in Units Provided to Medicare
Beneficiaries. Next, delete the increased number you entered in Total Units Provided. Then re-key the correct information in both boxes.

Indicate the percentage increase in Medicare business that your business organization or network would be capable of providing for all HCPCS codes in that
product category for this CBA during a projected 12-month period. The percentage increase may exceed 100 percent. For the definition of a unit, please refer
to the Bidding Information Charts on the Competitive Bidding Program website (http://www.dmecompetitivebid.com/) under Suppliers >
Bidding Process.

http://www.dmecompetitivebid.com/
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Screen 12*: Form B – Expansion

1

2

* The screens and sections in DBidS are not numbered. These numbers are to assist
you with using this guide only.

1

2

Expansion Plan – Complete this screen if you plan to expand your business under the
DMEPOS Competitive Bidding Program. If using special characters, please use Interna-
tional keyboard or Alt Control keys to enter information. (International keyboard and Alt
Control instructions may be found on page 40.)

If the text box is not large enough to accommodate the information, you may use the
Additional Information field. You may also include additional information with your
other required hardcopy documents. Remember to indicate your bidder number on each
page of any hardcopy documents.

Add Subcontractors – Identify the legal name and expected function of any entities
with which you anticipate entering into a subcontracting agreement. Suppliers participating
in the Competitive Bidding Program must comply with the supplier standards set forth in
42 CFR § 424.57(c). The supplier standards describe the services a Medicare enrolled
DMEPOS supplier may subcontract to another entity. These functions include the purchase
of inventory, the repair of rented equipment, and the delivery and/or instruction on the use
of a Medicare-covered item. It is important to note that the supplier is 100% responsible for
the delivery and instruction of Medicare-covered items and for maintaining the proper
documentation, whether it contracts out this service or not. You must submit your signed
subcontractor agreements in hardcopy; the subcontractor agreements are not entered into
DBidS.

If you are awarded a contract, you must notify CMS of any subcontracting relationships
you have entered into for purposes of furnishing items and services under the program. You
must also disclose whether the subcontractor meets accreditation and any state licensure
requirements necessary to furnish these services. Contract suppliers are the party that will
be held responsible for the items and services they provide directly or through the use of
a subcontractor.
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Screen 13: Form B – Bid Sheet

You must enter the total estimated capacity and bid price for each HCPCS code or product class.

Product Class is only applicable to the oxygen product category. When bidding on the oxygen
product class category, you will only submit a single bid price for the payment class or combination
of codes.

The Rental or Purchase column tells you whether to submit your bid price as a rental or as
a purchase of a new item. Rental means to enter your bid price for one month’s rental of the
item. Purchase means to enter the bid price as the total purchase of the new item. For the
oxygen product category only, you will bid by class based on the rental for one (1) month.

The Product Weight indicates the relative market importance of the item within the product
category.

To determine the Total Estimated Capacity for each HCPCS code or payment class,
calculate the number of units that you currently furnish on a yearly basis and add any additional
number of units or capacity you would be capable of providing annually at the start of the
contract period. Do NOT report your estimated capacity for the entire contract period. The
definition of a unit for each item in the product category may be found on the Competitive
Bidding Program website, http://www.dmecompetitivebid.com/, under Suppliers >
Bidding Process > Bidding Information Charts.

The Bid Price must not exceed the fee schedule amount and must be rational and feasible. It
must also include the cost of furnishing the item throughout the CBA. If there is a question about
a bid price during bid evaluation, you may be requested to provide supporting documentation, such
as a manufacturer’s invoice, to verify that you can provide the item for the amount indicated on
Form B.

http://www.dmecompetitivebid.com/
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Screen 14: Form B – Manufacturer

< Provide the manufacturer, model name, and model number for all
products you will make available to Medicare beneficiaries in the
CBA for each of the identified HCPCS codes. You must provide a
minimum of one entry per HCPCS code. If you do not currently
provide the item, you should provide information for the item that
you intend to furnish if awarded a contract.

Screen 15: Form B – Manufacturer, Model
Name and Model Number

When you click Add, this screen will appear. Enter the manufacturer, model
name and model number information for the HCPCS code. Click Add

<

Manufacturer, Model Name & Model Number to add the information
to Form B. Once completed, you must click Back to return to the previous
screen so that you may enter manufacturer, model name and model number
information for the other HCPCS codes in the product category. This
information will be displayed in the Supplier Directory on the Medicare website
at http://www.medicare.gov/.

http://www.medicare.gov/



