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Introduction

The following guide provides step-by-step instructions for entering or modifying a bid using the Durable Medical Equipment, Prosthetics, Orthotics
and Supplies (DMEPQS) Bidding System (DBidS). Before completing the application and submitting a bid, all bidders should carefully review
information such as the Request for Bids (RFB) instructions, bid preparation worksheets, financial documentation requirements, state licensure
rules and other important information about the program on the Competitive Bidding Implementation Contractor (CBIC) website,
www.dmecompetitivebid.com.

This guide numbers the screens and sections in DBidS. The screens and sections in the DBidS application are not numbered.
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Tips

After keying information into any screen in DBidS, it is always a good idea to save your entry by clicking Save. Do NOT press the enter key on your
computer keyboard. This may cause the screen to reset and your information to be lost. Make sure you use the Save, Back, or Next buttons to
navigate in DBidS.

Do NOT click on the X in the upper right corner to exit DBidS as this will cause your DBidS account to lock. Instead, click Logout located in the left
navigation menu or in the upper right corner of the DBidS screen.

DBidS will time out after 30 minutes of inactivity. A warning message will appear after 25 minutes of inactivity. If you do not click Refresh my
Session within five minutes, you will be logged out of DBidS and will lose any unsaved data. If DBidS times out, you must completely close all
browser windows and open a new browser window to log back into DBidS. Simply inputting information on a screen will not keep you in an active
status. To remain active in DBidS, you must click Save every 25 minutes or click Next to proceed to the next screen. Error messages will display at
the top of the screen in red. Please read the messages carefully to correct the issue.

A navigation menu is located on the left side of the screen to assist you with moving through the DBidS screens. The menu initially displays as
collapsed with the submenu items hidden. Your role (authorized official (AO), backup authorized official (BAO), or end user (EU)), as well as the
screen where you are currently located, will determine the options available to you when the menu expands. Please note that this menu will not
expand until the Business Organization Information screen is completed and you have been assigned a bidder number.

When entering information in DBidS, you may copy and paste data from Excel. Simply click on the cell in Excel, copy the data, then click in the fields
in DBidS and paste the data. Since this data affects your entire bid, review the information you entered before certifying your bid, especially if you
are using a version of Excel other than 2003. Please note that the copy/paste function from sources or programs other than Excel is not acceptable
and may result in an error.

Please use the supported browser versions for DBidS; Microsoft Internet Explorer 8.0 through 10.0 except for IE 10-Metro. DBidS does not support
the use of mobile devices such as tablets or iPhones. DBidS will check your browser when you login and display a message if you are using an
unsupported browser. If you use an un-supported browser, you may experience slow response times and functions in DBidS may not work

properly.

Once you delete information from DBidS, it is permanently removed from the application.
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Any modifications made to Form A or Form B, after Form A is approved or Form B is certified, will cause your form to be disapproved or uncertified.
The AO or BAO must then re-approve Form A and/or re-certify Form B.

The Status page indicates the status of your Form A or Form B(s). If a form’s status is incomplete, you will see Incomplete in the Status column. To
complete the form(s), click on Incomplete to be taken to the appropriate page. It is important that you view the Status page often to check on the
status of your Form A and Form B(s).

Please use the international keyboard or Alt Control keys to enter special characters (see page 48.)

Call the CBIC customer service center toll free at 877-577-5331 between 9 a.m. and 7 p.m. prevailing Eastern Time, Monday through Friday. Hours
are extended to 9 p.m. prevailing Eastern Time during the last two weeks of the registration and bidding windows.

Important Reminders about DBidS:

e You will not need to enter location specific data. Location information related to your location (address, National Provider Identifier (NPI),
taxpayer identification number (TIN), etc.) will be pre-populated from your enrollment data in the Provider Enrollment, Chain and Ownership
System (PECOS).

e You can easily add locations that are associated with your business organization.

e Some tables in DBidS allow you to sort and/or filter on certain fields.

e You can assign multiple competitive bidding area (CBA) and product category combinations to multiple locations at one time by using the sort
and filter options.

e You will be able to copy your expansion plan and manufacturer information from one bid to another.

e You will be able to select manufacturer, model name, and model number from pre-populated drop-down lists in most instances.

e The status page will alert you to important information such as total number of bids, who was the last person to modify Form A and each Form
B, and the current status of your Form A and Form B(s). If your form(s) is incomplete you will be taken to the appropriate page. You should
check this page often to confirm the status of your bid(s).

e If you have an incomplete or pending Form A or Form B, you will be sent an e-mail alert(s) during the last week of bidding to remind you to
complete and approve your Form A and to complete and certify your Form B(s).
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Common mistakes to avoid during bidding:

e If you make a change to Form A and/or Form B, you must re-approve Form A and re-certify Form B to complete your bid.

e Commonly owned and/or commonly controlled companies may not bid against each other in the same CBA and product category. Please see
the section on commonly owned and commonly controlled companies in Appendix B of the Request for Bids (RFB) instructions for more
information on how a commonly owned or controlled business is identified.

e The EU will not be able to enter data in Form A until an authorized official (AO) has completed the Business Organization section in Form A.

e Generally, you should register in the Enterprise Identify Management (EIDM) system with one PTAN and complete one Form A. Please review
the RFB instructions for the exceptions.

e Bid amounts should be for the purchase amounts, not rental amounts, unless indicated.

e Carefully review bid amounts for errors or inconsistencies prior to certifying the bid.

e Allow ample time to complete and review the bid before bidding closes.

e Hardcopy documents must be RECEIVED by the deadline, not postmarked by the deadline.

e Each page of your package of hardcopy documents must include the bidder number.
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Getting Started

You must be registered and have received your EIDM system user ID and password by the time registration closes. You must have an EIDM user ID
and password to access DBidS. For more information on registering in EIDM, please visit the CBIC website at www.dmecompetitivebid.com.

If you...

e registered in Round 2 Recompete (R2RC) and/or the national mail-order recompete (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:

@)

O O O O

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).

e 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:

@)

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.

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,
add access to the DBidS application,

o
o select your role (AO, BAO, or EU), and
o enteraPTAN.
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As a reminder, DO NOT disclose, share, or lend your user ID and/or passwords to anyone else. They are for your use only and serve as your
electronic signature. This means that you will be held responsible for the consequences of unauthorized or illegal transactions. Sharing of accounts
may lead to termination of system access privileges and/or adverse action up to and including legal prosecution.

To log in to DBidS:
1. Go to www.dmecompetitivebid.com
Click Round 1 2017 on the left side of the page
Click Bidding is OPEN on the homepage above the bidding clocks
Click the Bid Now button

OR

Go to www.dmecompetitivebid.com

Click Round 1 2017 on the left side of the page
Select Bidding Suppliers

Select Bidding

Click DBidS: Online Bid Submission System
Click the Bid Now button

2. You will be directed to the EIDM Terms and Conditions screen
Click I Accept
Type your EIDM user ID into the User ID field
Type your EIDM password into the Password field. (EIDM user IDs and passwords are case sensitive)
Click Log In
Click Enter DBidS on the Welcome to DMEPQOS Bidding System (DBidS) screen

For AOs or BAOs first logging into DBidS, the Form A: Business Organization Information screen will appear. If you have previously logged in to
DBidS and completed this screen, the Status screen will appear. If you registered with more than one PTAN in EIDM according to the exceptions
described in the RFB instructions, click on the Select PTAN to Create Form A screen. Select the PTAN for the bid you wish to enter in DBidS.
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You will find an information icon ( g) in the upper right corner of many of the sections throughout DBidS. Click on this icon for additional helpful
information.

Important:
[0 Only AOs or BAOs can complete the Business Organization section.
[0 Only one user at a time may enter data in Form A.
[0 Form A must be completed and approved by the AO or BAO before you can move on to enter data on Form B.
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Form A - All Business Types

Business Organization Information

The first screen in Form A, Form A: Business Organization Information, requests that you provide information about your business organization.
You must complete this section to receive your bidder number. You will be asked questions about:

o0 O0OoO0o OoOoo oOd

Business Organization information — indicate how your organization will be bidding

Specialty Supplier — indicate if you are bidding as a skilled nursing facility or nursing facility that will only furnish competitively bid items to
your own residents

Contact Person — provide the contact information of the person(s) who can answer questions regarding your organization

Authorized Official or Key Personnel — provide the names and titles of the authorized or key personnel for your organization
Accreditation Information — identify the name(s) of the Medicare-approved accrediting organization(s) that has accredited your business
organization and attest that each location is properly accredited for the item(s) and service(s) included in the bid

Licensure — attest that all of your locations have all applicable state licenses

Years in Business — provide the number of years and months that your organization has been in business

Type of Business — indicate the business type that describes your organization

Service Delivery — indicate whether your organization will provide items and services through retail locations, mail-order, and/or home
delivery

Sanctions — indicate whether your organization has any legal actions or sanctions within the past five years

CBA and Product Category — identify the CBA(s) and product category(s) for which you are submitting a bid
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0 Form A — Business Organization Information

Form A: Business Organization Information

Each bidding supplier type (single location, multiple locations, or network) must provide information about its business organization

You must complete all required fields. Required fields are marked with an %

Business Organization Information

Indicate how your business organization will be bidding.

Legal Business Name

Supplier Bidding Type *

Select Supplier Bidding Type| v

Refer to the Financial Instructions on the CBIC website for the financial documents required for your type of business organization.

Print Save

Next

Q Business Organization Information — the supplier’s legal
business name that is reported to the Internal Revenue Service
(IRS) for tax reporting purposes will be pre-populated from the
Provider Enrollment, Chain and Ownership System (PECOS). Click
the drop down arrow and select one of the following bidding
supplier types:

e Single Location Bidder — suppliers with only one location
and NOT bidding as part of a network.

e Multiple Location Bidder — suppliers with more than one
location and NOT bidding as part of a network.

e Network Bidder — small suppliers that are submitting a
bid as part of a network.

If Multiple Location Bidder is selected, additional options will
appear to further define your organization’s business structure.
Definitions may be found in the Request for Bids (RFB)
instructions on the CBIC website. Your options are:

e Subsidiary of a parent company/holding company

e Commonly owned or commonly controlled

e National chain

e Franchise

e None of the above

If None of the above is selected, the screen will refresh and the
Enter the name of your business organization structure field will
appear. Type a description of the organization’s business
structure into this field. For example, “l am the sole owner and
have three locations.”

If Network Bidder is selected, the Network Name box appears
and the screen expands to ask if each member has signed a
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e Form A - Specialty Supplier

Indicate if you are bidding as a specialty supplier.

Is your organization a skilled nursing facility (SNF) or a Yes § No
nursing facility (NF) that is bidding as a specialty

supplier and plans to furnish competitively bid items

only to its own residents? %

contract to join the network. Click Yes or No. If you select No, a
message will display advising you that the bid will not be
considered for evaluation without a contract signed by each
member. For more information on networks and network
requirements, please see the RFB.

a Specialty Supplier — Only skilled nursing facilities (SNFs)
and nursing facilities (NFs) are eligible to bid as specialty
suppliers. If Yes is selected and your business is identified as a

Message from webpage @

f "~ " You are changing the specialty supplier from No to Yes. Specific
&Y' product category selection per location will be lost. Are you sure?

l [ ok |[ cance |

e Form A — Contact Person

Provide the name(s) of the person(s) who should be cantacted fo answer questions regarding the business or nefwork organi
saved. You may enter more than one contact parson (maximurm 5). Once you have antered the names of your contact person(

voll down o verify the name(s) was entered corractiy.

First Name *

Last Hame *

\ |
\ |
Title % ‘ |
E-mail * ‘ |

Telephone Number * ‘—|: B

Add Contact Person | Clear ‘

‘ou must click the Add Gontact Person button below for this information fo be

specialty supplier, you will only be allowed to bid on the enteral
nutrition product category. Select OK on the pop-up box to
continue. If No is selected, and the SNF or NF wins a contract,
the SNF or NF must provide the product category to any
Medicare beneficiary living in, or visiting, the competitive bidding
area (CBA).

o Contact Person — Provide at least one (1), but you may list a
maximum of five (5) persons who should be contacted to answer
guestions regarding your bid. The contact person may be an AO
or key personnel. This person must have the authority and
knowledge to answer questions about your organization. Once
the information is added, it will appear in the Modify/Delete
Contact Person(s) section and the Contact Person section is

cleared to allow entry of additional contact persons. Repeat the
same procedure to add contacts. You may modify this section to
add or delete information. Please note that once deleted, the
information is permanently removed from the application.
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e Form A — Authorized Official or Key Personnel

Authorized Offical or Key Personnel @

Provide the name(s) and title(s) of the authorized official(s) or key personnel for the business orgsanization. You must click the Add
Authorized Official or Key Personnel button in order for this information to be saved below. Once you have entered the name(s) of
your suthorized official or key personnel, scroll down to verify the name(s)

First Name * I |

Last Name * I |

Title % I I

| Add Authorized Official or Key Personne! || Clear |

Modify/Delete Authorized Official / Key Personnel Information

Modify or delete the suthonized official or key personnel information.

Firs Hamel Lot Ramel e actonts) |
U 1 || [ Lowen ]

e Form A — Accreditation Information

Accreditation Information [1—_]
By the close of the bid window, all locations must meet Medicare enroliment requirements, including being sccredited for all items in the
product category(s) for which you are bidding. As required by 42 CFR § 414.414 (c), each supplier location must be enrolled. meet
quality standards, and be accredited in order to be awarded a contract. Only accredited locations will be included on the contract
Select the name(s) of the Medicare-approved organization(s) that has accredited your business organization.

You must click the Add Accreditation button in order for this information fo be saved below.

You must also review and acknowledge that you have read and agree with the statement below. Click the box to accept.

Accreditation Organization * ISelecl Accreditation Organization v]

Add Accreditation

I acknowledge and understand that |, as a bidder, must @
be properly accredited to furnish the specific item(s) and
service(s) included in the bid. This information must be

on file in each | s t record (i.e.,
Provider Enrollment, Chain and Ownership System
(PECOS)). *

To delete your sccreditation, click the Delete button next to the spplicable accreditation organization. To change this information, you
must delete the entry and add & new accreditation organization.

ecredtaton Organizstion [ ctonte|
Delete

Authorized Official or Key Personnel — Provide at least one (1),
but you may list a maximum of five (5) AOs or key personnel per
business organization. An AQ is a person(s) identified in your
organization’s Medicare enrollment file. The AO has the legal
authority to submit a bid on behalf of the company and to enter
into a contract with Medicare to provide competitively bid items
to Medicare beneficiaries. Key personnel are crucial to the
operation of the business organization but may or may not be
the AOs as described above. Once the information is added click
on the Add Authorized Official or Key Personnel button. The
information you added to this field will appear in the Authorized
Official/Key Personnel Information section, and the Authorized
Official or Key Personnel section is cleared to allow entry of
additional personnel. Repeat this procedure to add AOs or key
personnel. You may modify this section to add or delete
information. Please note that if you click the Delete button, the
information is permanently removed from the application.

e Accreditation Information — Suppliers submitting a bid for
a product category must be accredited by one of the Medicare-
approved accrediting organizations. Select the organization(s)
that has accredited your business from the drop down menu.
Click on the Add Accreditation button. The information you
selected will appear in the section below.

Review the disclaimer and acknowledge that you have read and
agree with the statement by checking the box next to the
statement.

Round 1 2017 DBidS User Guide

13

DMEPOS Competitive Bidding Program

October 2015




e Form A —Licensure

By the close of the bid window, all locations must meet Medicare enroliment requirements, including possessing sll applicable state
license(s) for the product category(s) and area(s) for which you are bidding

Every location of the bidder is responsible for having all applicable licenses for each state in which it furnishes items and services.
Bidders will be disqualified if they do not have at least one location that meets state licensure requir for the applicable state and
product categories.

Please check the Licensure Directory on the NSC website, which serves as a guide, and the Licensure for Bidding Suppliers fact sheet
on the CBIC website.

You must also review and acknowledge that you have read and agree with the statement below. Click the box to accept

I acknowledge and understand that |, as a bidder, have |z
all applicable state licenses for every item in the product
category and for each CBA for which | am bidding. This
information must be on file in each location's Medicare
enroliment record (i.e., Provider Enroliment, Chain and
Ownership System (PECOS)). *

0 Form A — Business Information

Business Information - Years in Business

Provide the number of years and months your organization has been in business.
Organization Years in Business *

o ization Months in Busi

Examples: 5 years and 7 months or 0 yesrs and 6 months.

e Form A - Type of Business

Select the business type that describes your organization. Bidders must submit certain financial documents based on the type of
business identified in this response. Refer fo the Request for Bid (RFB) instructions for a checkiist of required financial documents.

Go to wvnw. dmecompetitivebid comfinancialrequirements for additional information.

Type of Business * lcorporalion vl

e Licensure — Suppliers submitting a bid for a product
category in a CBA must meet all DMEPOS and other applicable
state licensing requirements if any, for that product category.
Check the box next to the licensure acknowledgement
statement. The supplier should make sure that the National
Supplier Clearinghouse (NSC) has all applicable state licenses on
file by the close of the bid window. During bid evaluation, we will
verify that all applicable licenses are reflected on the
organization’s enrollment file in PECOS. For additional
information, review the Licensure Directory on the NSC website
and the Licensure for Bidding Suppliers fact sheet on the CBIC
website.

Business Information — Years in Business — Provide the
total number of years and months your organization has been in
business. If the number of years is greater than 99, select 99
years and 11 of months. If the number of years is less than 1,
select 0 years and then select an option from the Months in
Business drop down menu. This may or may not be the same
time frame your organization has been billing Medicare. It is the
number of years and months this organization has been in
existence and furnishing DMEPOS items to any customer.

Type of Business — Select one:

e Corporation

e Sole Proprietorship

e Partnership

e Non-Profit Organization
e Municipality Owned
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o Form A - Service Delivery

How will your organization furnish [2] Retail Location with Home Delivery
items and services to Medicare

beneficiaries? [V mail Order
(check all that apply) *

@ Home Delivery

@ Form A — Sanctions

Does your organization, or any @ ves O No
location(s) on your bid, have any legal

actions or sanctions (such as

debarment) within the past five (5)

years? If your organization or location

(s) have been sanctioned, refer to the

RFB instructions for a list of

additional information that you must

submit. *

If YES, please provide additional 21 left
information regarding any previous or |sanctions
current sanctions. (Maximum 1000
characters)

e Service Delivery — Check all delivery methods that apply:

e Retail Location with Home Delivery
e Mail-order
e Home Delivery

@ Sanctions — If Yes is selected, you must enter a description
of any sanctions within the past five years (maximum of 1,000
characters.)

Please note that the user is required to manually enter text into
the sanction text box. Do not use the copy/paste function in this
field, as it may result in an error. If using special characters,
please use the international keyboard or Alt Control keys to
enter information (see instructions on page 48). If you select Yes,
a copy of either the settlement or corporate integrity agreement
must be submitted with the required hardcopy documents.
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@ Form A — Select Competitive Bidding Area (CBA) and Product Category

Select Competitive Bidding Area (CBA) and Product Category @

The CBA and product category combinations appear below. You must check the box in the right column for each CBA/product category combination for which you are submitting &
bid. After you have made your selection, click the Add CBA/PCs button to save your selection(s). You may sort by CBA or product category using the arrows or you can filter the
fields by typing in the blank box above the list of CBAs and product categories.

Later in the application, you will be required to identify the locations within s CBA that are currently furnishing items in the CBA(s) or will furnish for the competitive bid product
categonies in the CBA(s).

CBAs and Product Categories © O 1-10/9(199) © O Show m TOowS per page

LS
R =

Search Search Al [v]

Charlotte-Concord-Gastonia, NC Enteral Nutrients, Equipment and Supplies

Charlotte-Concord-Gastonia, NC General Home Equipment and Related Supplies and Accessories

Charlotte-Concord-Gastonia, NC Nebulizers and Related Supplies
Charlotte-Concord-Gastonia, NC Negative Pressure Wound Therapy (NPWT) Pumps and Related Supplies and Accessories
Charlotte-Concord-Gastonia, NC Non-Invasive Pressure Support Ventilators
Charlotte-Concord-Gastonia, NC Respiratory Equipment and Related Supplies and Accessories
Charlotte-Concord-Gastonia, NC ‘Standard Mobility Equipment and Related Accessories
Charlotte-Concord-Gastonia, NC Transcutaneous Electrical Nerve Stimulation (TENS) Devices and Supplies
Chester, Lancaster & York Counties, SC Enteral Nutrients, Equipment and Supplies

Chester, Lancaster & York Counties, SC General Home Equipment and Related Supplies and Accessories

Add CBA/PCs

olgoigong oo o™

@ Select Competitive Bidding Area (CBA) and Product
Category

You must identify all of the CBAs and product categories for
which your organization is submitting a bid. You must select a
minimum of one (1) CBA and one (1) product category to submit
a bid. The selection you enter will display later in DBidS, and you
will be required to identify the locations that will be servicing
each CBA/product category.

Click on the Add CBA/PCs button after selecting the CBA(s) and
product category(s) from the list. This information will appear in
the CBA/Product Category List section below. You will then be
able to select an additional CBA(s) and product category(s) from
this section.

To customize or narrow your list of CBAs and/or product
categories, you can use various displaying, sorting, and filtering
options. You can display as few as 10 and as many as 40
maximum rows per page. To sort to your desired preference,

click on the H . To search for a particular CBA, product
category, or CBA and product category combination, click on the
search box at the top of each column header and begin typing in
name of the CBA or product category. DBidS has an
autocomplete function that will identify all possible CBA or
product category names as you type. You may also use the drop-
down box in the Select column to display all bids, only bids that

you have already selected, or only bids that you have not
selected.
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Message from webpage

e

! now complete location specific questions.

@ Your Bidder number is:

You have now completed questions about your organization; you must

—

To ensure you want to bid on a particular CBA, please review the
list of ZIP codes included in each CBA prior to completing this
section. This list is on the CBIC website. Not all ZIP codes
included in a county may be in a CBA.

Note: If you previously selected Specialty Supplier, only the
enteral nutrients, equipment and supplies product category will
be displayed.

@ IMPORTANT! Once you select Next after completing the
required information on the Form A: Business Organization
Information screen, you will be assigned a bidder number. A
pop-up box containing a unique bidder number will appear. Your
bidder number will also be in the top left corner of all DBidS
screens. Please ensure you know your bidder number as you
must include your bidder number on each page of the required
hardcopy document package you must submit as part of your
bid.

The navigation menu on the left side of the DBidS screen will
now expand and allow you to navigate to other screens within
DBidS.

Round 1 2017 DBidS User Guide

DMEPOS Competitive Bidding Program October 2015

17




Form A - All Business Types

Primary Location Specific Information

The second screen in Form A, Form A: Primary Location Specific Information, requests that you verify information about your primary location.
This information is pre-populated from your enrollment record in the Provider Enrollment, Chain and Ownership System (PECOS). You will be asked
to verify:

d

Identifying information — verify legal business name, address, Provider Transaction Access Number (PTAN) and National Provider Identifier
(NPI). You may also enter a toll free phone number, if available for your location.

[ Physical Address — verify the physical address for your primary location.

[0 Business Information — verify the taxpayer identification number (TIN) and doing business as (DBA) name.

[ Location Information Accuracy — verify that the information above is accurate. If you select No, a text box will appear. You must indicate
what information is incorrect, and provide the correct information. Please note that this information is for DBidS purposes only. Changes in
DBidS will not be used to update your PECOS record. You must follow the standard process to make these changes to your enroliment
record.

[0 Competitive Bidding Area (CBA) and Product Category — Primary Location — The CBAs and product categories you selected on the previous
screen will appear. Select the CBAs and product categories your primary location will be servicing.

[0 CBA/Product Category List — This section will display your selection of CBAs and product categories that your primary location will be
servicing.
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Form A - Primary Location Specific Information

Date location was added in DBidS:
Date of last location update in DBidS:

Please provide the requested information below for your primary location, which is the location (PTAN) that you used when you registered for a User ID

and password to access DBIdS. The pi P in DBIdS is from your enroliment record in the Provider Enroliment, Chain and
Ownership System (PECOS). You must select at least one CBA/product category combination for the primary location.

0 Required fields are marked with an *
Identifying Information

Provide the toll free phone number (if available) for your primary location.

I

Legal Business Name BRI el 0 TS A AL 2 CENCTH
Address Line 1 S MATEE S

Address Line 2 £

City "
State

Zip Code WA

Telephone Number o ece

Toll Free Number (if available) d:l ):| 2 :I
PTAN for this location L

NPI Identification Number L

e Physical Address @

The physical address for your primary location.
Address Line 1 $ WASES ST
Address Line2 * ¢ &
City @n
State
Zip Code e

Business Information
The Tax Identification Number and Doing Business As name for the location as identified by the PTAN above.
Tax Identification Number (TIN) =+« =+ %l

Doing Business As (DBA) b AL Taal ¢ POOS ad a2 (EnTes

Location Information Accuracy

Please review the information above for your primary location. If any of the informstion is inaccurste, select No and provide the correct
information in the text box.

Is the information listed above ® yes ON
accurate for this location? * L o

Please review the information above for your primary location. If any of the information is inaccurate, select No and provide the correct information in the text box.

Is the information listed above O vesi®ino
accurate for this location? %

Please identify the inaccurate data for 1000 characters left
this location and provide the correct

information (maximum 1000

characters).

Q Identifying Information — The legal business name,
address, telephone number, PTAN, and NPI for the location
you registered in EIDM is pulled from PECOS and pre-
populated on the screen. Please verify this information and
enter a toll free number if available.

aPhysicaI Address — Verify the physical address of your
primary location.

e Business Information — Verify the TIN and doing
business as (DBA) name of your primary location.

e Location Information Accuracy — Indicate whether the
information above — identifying information, physical
address, and business information — is correct and accurate.

If you select No, a text box will appear. Please indicate what
information is inaccurate and provide the correct
information. Please note that the changes you indicate here
will not be changed in PECOS or with the NSC. You will still
need to update your information in PECOS and with the
NSC, as applicable.
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eCompetitive Bidding Area (CBA) and Product Category — Primary Location ocompetitive Bidding Area (CBA) and Product Category
— Primary Location — This section lists the CBA(s) and

CompEIRIvE Didding et [CIA) il Erofiect Categiory - Friveaey 1 acation (i) product category(s) that you selected in the Business
The CBA and product category combinstions sppesr below. You must check the box in the right column for each combination for which . . .
you are submitting & bid. After you have made your selection, click the Add CBA/PCs button to save your selection(s). You may sort by O rga nization section. Se I ectt h e C BA(S) an d p rOd uct
CBA or _producf category using the arrows or you can filter the fields by typing in the blank box above the list of CBAs and product A A . .
categories category(s) that your primary location will service. Once you
select Add CBA/PCs, the CBA(s) and product category(s)
CBAs and Product Categories O O 1-10/14(14 © O TOWS per page . .
you chose will appear in a table at the bottom of the
Search... Search... Al [v] To assist you in your selection, you may sort by CBA or

Chicago-Naperville-Arlingt General Home Equipment and Related Supplies and A |
Heights, IL product category using the arrows, H , or you can filter the
T eI R R e U fields by typing in the blank box above the list of CBAs and
Chicago-Naperville-Ariington  Standard Mobility Equipment and Related Accessories m product categories.
Heights, IL
Chicago-Naperville-Arlingt L i and Related Supplies D
Heights, IL
Chicago-Napervilie-Arlingtt T Electrical Nerve Stimulation (TENS) Devices and Supplies D
Heights, IL
Chicago-Naperville-Arlington Enteral i Equi t and Suppli D
Heights, IL
Chicago-Naperville-Arlingt: Negative F Wound Therapy (NPWT) Pumps and Related Supplies and D
Heights, IL Accessories
Aurora-Elgin-Joliet, IL General Home Equipment and Related Supplies and Accessories I:I
Aurora-Elgin-Joliet, IL Respiratory Equipment and Related Supplies and Accessories D
Aurora-Elgin-Joliet, IL Standard Mobility Equipment and Related Accessories D

Add CBA/PCs

CBA/Product Category List

Displayed below is a summary of the CBA(s) and product category(s) for which you intend to submit & bid. Please review for accuracy.

CBA / Product Category List O QO o0-0/10000 O O TOWS per page

Search... Search..

information is confidential. Contents shall not be used, modified, or distrnibuted (electronically or otherwise) to persons not suthonzed to receij
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STOP

IMPORTANT

At this point, the screens you complete in DBidS will vary depending on whether you have a single location, multiple locations, or if you are
bidding as part of a network.

» If you have a single location, please view pages 22-24, then skip to page 34 of this guide for further instructions on completing Form A.

» If you have multiple locations, please view pages 25-28, then skip to page 34.

» If you have a network, please complete pages 29-33, and continue to page 34.
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Form A: Single Location

A supplier with one location that is owned by one or more owners will complete a single Form A, listing the location represented by a single PTAN
that will be providing competitively bid items and services, and NOT bidding as part of a network.
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a Form A — Assign Locations

Form A: Assign Locations
Print | Save Back  Next

Please review the information for your location(s). To view, modify or complete information for a location, plesse click the View/Modify button. If any of the information is inaccurate, please go to the Location Information Accuracy section and
follow the instructions.

Total Locations Complete: 1
Total Locations Incomplete: 0
Total Updates Available: 0

Your primery location is listed beiow. All sdditonal the primary i any, wil also appe Alllocations that or willfumish items for the competitively bid product category(s) should be included
on your bid
If Update Available appears in the status field, this means made to yor in PECOS Location to view the updated information for the location

To view  lst of CBA(s)/product category(s) chosen for a location, click the number of CBA(s)/product category(s) for the location.
Ifyou are bidding as a network. the primary. its location(s) Ifthere are network with mutiole locations, the primary network member should assign these members' locations on the
Form A: twork Member Locations page.

Legal Business Name

pu— = S————— —

This confidential. C hall not be used, modified; or or othenwise) to persons not authorized to receive the information.

Print _ Save = Back _ Next

Date: 10/07/15 13:06

PTAN:

Legal Business Name:

Bidder Number:

Supplier Type: Single Location Bidder
Bidder Status: Fending Approval

Date location was added in DBidS: 10/06/15
Date of last location update in DBidS: 10/07/15

CBAs and Product Categories

CBA Product Category

Charlotte-Concord-Gastonia, NC  General Home Equipment and Related Supplies and Accessories
Chariotte-Concord-Gastonia, NC  Enteral i , Equi and Supplies

Q Form A- Assign Locations For a single location bidder, the
Assign Locations screen will appear next and provides you a
status of your location.

To see a listing of the CBA/PC competitions you selected on the
Primary Location Specific Information screen and associated
with your single location, or PTAN, click on the number located
in the CBA PCs column.

You can check the status of your location on this page. If the
status is ‘Incomplete,’ click the View/Modify button for the
location to see what information is missing.

Round 1 2017 DBidS User Guide

DMEPOS Competitive Bidding Program

23

October 2015




Date location was added in DBIGS: 08/18/14
Date of laxt Jocation update in DBIdS: 08(18(14
Date of PECOS update: 0828/14

Fielda with updstes avasiablo:

¥ the undared intormation is comect, chck
Cancel cuticn

..... e revised 1o refct this cpcisted informabon. 1Y you do nof wan 1o cpdate the ISR in your 84, chek the.

Pgsical Address State.
Physical Address Zip Code
T Ideofcation Nueviowr (TIN)
Doing Business As (DBA)

. [

Message from webpage

.I,& Update successful

Accepl PECOS Updale

'

If Update Available appears in the status field, this means a
change has been made to your enrollment information in
PECOS. Click Refresh Location in the Actions field to view the
updated information for the location.

A message box will display listing information for the particular
location. This information will display the current data listed in
DBidS along with the current data listed in PECOS.

If the updated information is correct, click the Accept PECOS
Update button and you will receive a pop-up box indicating that
the update was successful and your bid information will be
revised to reflect this updated information. If you do not want to
update the information in your bid, click the Cancel button and
contact the NSC if necessary.
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Form A: Multiple Locations

Organizations with multiple locations and organizations that are commonly owned or commonly controlled will complete a single Form A, listing all
locations that will be providing competitively bid items and services. For more information on what constitutes a commonly owned or commonly
controlled supplier, please refer to the Common Ownership and Common Control fact sheet on the CBIC website.
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Q The Form A: Add Additional Locations
Q Form A: Add Additional Locations screen will list all PTANs associated with your

L e primary location’s taxpayer identification
rind ve ack le:
TN ) number (TIN).

In this section, you will add foations to your bid. You must include on your bid all locations that currently furnish or will fumish items for the Gompetitively bid product category(s) in the CBA(s). On your bidfs), you must inlude all commonly owned or
commonly controlled locations that are located in the CBA or oulside the CBA that wil furish ifems for the product category(s) fo beneficiaries who maintain a permanent residence in the CBA(s)

Listed below are all PTANs associated with your primary location’s tex identiication number (TIN). To add a location(s) to your bid thatis not associated with your primary lecations's TIN, enter the PTAN, TIN, and NP in the Find Additional Locationfs)
section, and click the Find Location(s) button. The locations related to the new TIN(s) wil appear in the Additional Lacation(s) section. If you hiave additiona locations a3sociated with a different TiN, you must repeat this step for each TIN combination.

e e et e ottty T, e P g 1t e i et o et e e Please note that if you exit this page without
o gt et et ekt I . O e, 5 T T s e kr 1 o A selecting a PTAN, the PTAN listing will not appear
a T Tocae again. If you wish to add one of these PTANs
R e e o ”‘ e later, follow the instructions for adding locations
and enter the PTAN, TIN, and NPl and click the

Add Location(s) button.

Additional Location(s) O 1-448) O O Show rows per page

R P R D
‘ e Find Additional Locations — Enter the

| — e - o - - - - - - — —— .- O
o PTAN, TIN, NPI, and then click the Find
| —— - - - . - o — .- | . . e .
— - Location(s) button. You will then get a listing of

all PTANs that are related to that TIN, along with
the physical locations of the PTANs. From this

EE] (| [ [ list, select the location(s) you wish to add to your

bid and then click the Add Location(s) button. To

add locations that are associated with a different
TIN, click the plus (+) sign in the Find Additional
Locations section. Additional PTAN, TIN, and NPI
fields will appear.

This information is Gonfidential. Contents shall ot be used, modified, or distrbuted (lestronically or ofhenwise) to persons not authorized to receive the information

You must enter all three elements in order to
search for locations. DBidS will not find any
location if any of the elements — PTAN, TIN, and
NPI —are missing or incorrect.
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e Form A: Assign Locations - Assign CBA/PCs to Locations (Required)

Form A: Assign Locations
Print | Save Back  Next

= Apply Toll Free Nurmber To Locations
To a1y & fok free MUMIber SCTDSS MUNIDIE I0Ctan, SEiEct the Iocatons In the Adtitonal Locations section. Then itk the Apply button
Pieasa note that I you prewiously provided = tol fres number for any seiscied ooaton, i Wil b2 overuriiEn.
To a0t 3 fod e UGS 10 & SPRCHC iocation, GGk the WiewsMoky Button fo view the page for the incation

TolFreehumoer [ [ ][ amew |

e Form A: Assign Locations - Assign CBA/PCs
to Locations (Required) — On the Assign
Locations screen, you will indicate which CBA
and product category combination(s) each
location will service.

Under Assign CBA/PCs to Locations (Required),
select the CBA(s) and product category(s). Then
select the location(s) under Additional Locations
that will service the CBA and product category.
Your bid must include all locations that would
furnish competitively bid items for the CBA and
product category combination(s). Click the
Assign CBA/PCs button and repeat to add CBAs
and product categories to your location(s).

To assist you in your selection, you may sort by
CBA or product category using the arrows H , or
you can filter the fields by typing in the blank box
above the list of CBAs and product categories.

If you wish to add the same toll free number to
some or all of your additional locations, you may
do so on the Form A: Assign Locations screen by
selecting the locations in the Assign Locations
section, then entering the toll free number under
the Apply Toll Free Number to Locations section,
and clicking Apply.
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Prysical Agdress State
Physical Address Zip Code
Tax Idanlification Nusivar (TIN)
Doing Business As (DBA)

Accepl PECOS Updale Cancel

Message from webpage

l | Update successful

Please remember that bid evaluation is based on
the qualifications of the locations assigned in this
question. You should only assign locations that
are accredited and licensed to provide in the
CBA/PC.

If Update Available appears in the status field,
this means a change has been made to your
enrollment information in PECOS. Click Refresh
Location to view the updated information for the
location.

A message box will display listing the fields with
updates available along with all the fields, the
current values and current PECOS values.

If the updated information is correct, click
Accept PECOS Update button and you will
receive a pop-up box indicating that the update
was successful and your bid information will be
revised to reflect this updated information. If you
do not want to update the information in your
bid, click the Cancel button and contact the NSC
if necessary.

Please review the information for your
location(s). To view, modify, or complete
information for a location, please click the
View/Modify button. If any of the information is
inaccurate, please go to the Location
Information Accuracy section and follow the
instructions.
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Form A: Networks

A network is a group of between two to twenty (20) small suppliers that form a legal entity to provide competitively bid items throughout an entire
CBA. These suppliers must certify they cannot independently furnish all competitively bid items in the product category to beneficiaries throughout
the entire geographic area of the CBA for which the network is submitting a bid. The network collectively submits a bid as a single entity. Therefore,
a network will complete a single Form A listing all locations that will furnish competitively bid items and services throughout the CBA(s).
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Q Form A: Add Network Member Locations

Form Az Add Mctwork Momber Locations el s

PRI e T Pt P S B A 8 SR St T Oy P CROR T ADE MetetrS MmO Sumed @ Orter b Tul ARG B 10 Leed Detow

Aler B satecrt mamter | SRrmation N Gagiaed et srder Be PTAN TR arad N\ s B ottt Mendon” sction and © nnv—n«mnu- The ocstion v mted s TGN vl
BODAN 1 T Tt LOCABONN | SCBOR F pou Nrvl SOGTONE DCIDOM MSOGAIN W ) ORaewnl TIN Ok FIAT Oe R PR Wiy Tr 840 TIN CORDNISON

mmnm-vr~~(~-~~ T AN LR e 1) e CAOn 10w wauh B NOude 0 Faem A Vi g 0ier GhOh 0n e ASE Lacaton(n] uton i+ B Beal BuBon b 04 P
,‘n|l'- Doty Aeteint merten) erfed by Pee VTANY Bt eiplm K D e r0nd 5 (oM T Rage ot Pete dlegs N 6 BN fetuint meter

I P OO0 B COMnONT) Gt 8 Loy LomirOhed GO DAl e CCIRE o i) Nt Bt A D liCaret whe LOue 8 Savmanert @aderce 1 ary of Be CEAY rouded @y et

Kared boin o et ot A ®

Notwors Memlders Name & po ey e of S0t
ASE Neteot Memter  Clar

Nt Mot Actenty)
By Joe's Mowss of 10t O ey

* a9 ™ oy SRR 1) Lotanons ¥ ound

Network Locance(s) D0 vy © 0 saow [EIEY rows per page

a Form A: Add Network Member Locations
allows you to add each member of your network,
as well as their locations that furnish or will
furnish items for the competitively bid product
category. Enter the network member’s name in
the Add Network Member section, and then
click the Add Network Member button.

The member you added will appear in the
Network Members section. Underneath its
name, fields will appear for you to enter the
member’s PTAN, NPI, and TIN. When you enter
this information and click the Find Locations
button, the locations related to the TIN will
appear under Network Locations, and you may
select the location(s) and click the Add
Location(s) button to add the location(s) to the
network’s bid. Repeat this process to add other
members and locations.

DBidS will not find any location if any of the
elements — PTAN, TIN, and NPI — are missing
or incorrect.
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e Form A: Assign Network Member Locations a On the Form A: Assign Network Member
Locations screen, you will indicate which
location(s) will service which CBA(s) and product
category(s). Your bid must include all locations
that would furnish competitively bid items for
the CBA and product category combination(s).
You should only assign locations that are
appropriately accredited and licensed for the
CBA/product category combination.

Toll s wumben {12 1[5 | v

5 recsone 3 CaYon, SOV e KOCanon S0 MeN Ik Locarans Secico bekow and SNk e Dok Suov

Please remember that bid evaluation is based on

Deees |

the qualifications of the locations assigned in this
2 T sncesos Exmocese question. You should only assign locations that

are accredited and licensed to provide in the
CBA/PC.

Select the CBA and product category, and then
e = select the location(s) that will be furnishing the
pt— et g A e et e items. Click Assign CBA/PCs to assign the CBAs
and product categories to the location.

ks 5 Sapefele Cosrites, 5C 04 Acessates
s § Esgebude Cusies. 2 P et wnd Rekaid Supbes

Akne 5 Taneteis Costmier, 50
Akea § Espefeie Cosnties, 50 Hebuisers 209 Resated Suppies
Aikas § Topeteis Counties, 5T

103 Ol ol

Abiia-Sangy Spegs-Ruawet CA Canerar Mo Equpne ol and Aedadesd Seppsbes and Ascesemins

e vt e = To assist you in your selection, you may sort by
reT— T CBA or product category using the arrows , or

EEEE fom o fm e o | you can filter the fields by typing in the blank box

above the list of CBAs and product categories.

Seanch Seach Seanch. | | Seuch

Hebareat MLYIAIKEE v s 3 Cughebie [TM‘ l:
Netwost P samsanT 2 Comphetc | Wirwamoatty | [
Hetwwa1 wzisox W s 3 Comuts [ ewa | O
MNetwork | KENOSHA  Va s1n2 4 Complete enwonty | [
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To 305l 3 foW fFE NUMbEr SCTOSS MUNVE I0CSB0NS, SEIECT Hhe IoCatons i the Addwona) Locanions secban. Than cick the Apply burton
Fiease note that If you previously proviced & toll free number for ny saiscied Jocation, if will b2 ouEriTitiEn.
To 504 a tod es RUMESr 10 3 SPECKC I0CSH0N, CHCK the WiewsMOGHy AUTON fo wWew the Page for the icaton

TolFreehumoer [ [ ][ amew |

Accept PECOS Update | SR

Message from webpage

' A Update successful

If you wish to add the same toll free number to
some or all of the locations, you may do so on
the Form A: Assign Network Member Locations
screen by selecting the locations the toll free
number will apply to, and then entering the toll
free number in the Apply Toll Free Number to
Locations section, then click Apply.

You can check the status for each location on this
page. If the status is Incomplete, click the
View/Modify button for the location to see what
information is missing.

If Update Available appears in the status field,
this means a change has been made to your
enrollment information in PECOS. Click Refresh
Location to view the updated information for the
location.

A message box will display listing the fields with
updates available along with all the fields, the
current values and current PECOS values.

If the updated information is correct, click
Accept PECOS Update button and you will
receive a pop-up box indicating that the update
was successful and your bid information will be

oK
revised to reflect this updated information. If you
do not want to update the information in your
bid, click the Cancel button and contact the NSC
if necessary.
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Please review the information for your
location(s). To view, modify, or complete
information for a location, please click the
View/Modify button. If any of the information is
inaccurate, please go to the Location
Information Accuracy section and follow the
instructions.
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Form A: All Bidding Types

As shown below, all business types — single location, multi-location, or network — will be requested to review the summary of information entered
into DBidS on Form A before the authorized official or back-up authorized official signs, or approves, Form A.

You must:
[0 Review your Summary page
Review the Hardcopy Document Package Checklist provided and then:

[0 Approve your Form A
I Print or save a copy of your Form A Summary PDF (Recommended)
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0 Form A: Summary

DMEPOS BIDDING SYSTEM (DBidS)

.

Form A: Summary
Print  Print All Locations ~ Back  Next

05212015 114359
PTAN(s):

Buder Number:

Supplier Type: Network Bidoer

Ry Bidder Status: Compiete and Approved

Displayed below is a summary for the locaonis) inciuded on your bid. Please carefully review Ihis informaton for accuracy. You
Dution. I this information is accurate. click the Next buion Only localions identified by the PTAN ksted o0
P ‘ou cannot use the same 10-digt PTAN for each location

may mody yous information or 3dd 3 new locason by clcking the
this summary page vl be eigbie 1o be awarded 3 conlract and 19 receive payment

Identifying Information ot
Legal Business Name. Bidder Network Name
Address Line 1 Address Line 2
ity State Zip Code
Telephone Number (00x) xo0c 1000 Toll Free Number(if available) (x00x) 001000
PTAN for this location NP1 Identification Number
Specialty Suppher EF Vi
Bidding as a specialty supphier? No
Physcal Address s
Address Line 1 Address Line 2
aty State Zip Code
Tax Identification Number (TIN) T
Tax Identification Number

[ V=

|
Ip

i
|
!

i
|

il
:
i

§
?

and understand that 1, as a
accredited to

f
'

‘must be Yes

i

85t
;;:;
it
i

EE
I

Deres =
T acknowledge and that L asa
bidder, have all applicable state licenses for
every item in the product category and for
each CBA for which I am This Yes
information must be on file in each

's re. record (Le.,

€ Chain and Ownership
System (PECOS)).
Years supplying DMEPOS items.
Months supplying DMEPOS items
LISy — [T Vi imedity
Type Of Business Partnership

[FF Viewirodiy

Q Form A: Summary — You will see a summary of the information
you provided for the primary location on this screen. Carefully review
this summary. You may make modifications by clicking View/Modify
to return to that particular section of the bid application. To print a
summary of the information, click Print. If you are satisfied with the
information, click Next.

To review the summary for additional or network locations, scroll
down to the last section of the Application Summary screen labeled
Additional Locations/Network Members/Network Members
Additional Locations, and select the PTAN. Next, click Go. The Form A:
Additional Location/Network Location Summary screen will appear.
To change any of the information displayed on this screen, click
View/Modify.

To print a summary of the information provided for all locations, click
the Print All Locations button on the Form A Summary screen. A PDF
will be generated with all locations’ information. If you have multiple
locations, we strongly encourage you to print or save this PDF for your
reference.
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a Form A: Checklist

Form A: Checkiist
Print  Back Next

Date: ESERENSH i
PTAN(s): 1
Bidder Humber:
Supplier Type: S i S

If you have any questions, please contact the Competitive Bidding Implementation Contractor (CBIC) customer service center at 1-877-577-5331.

Supplier Checklist

Hardcopy Document Package Checklist

Financial 1 Documentation®
O Income Statement - must inciude the folowing
O Revenues O Expenses by category such as salary, ufities, rent, etc.

Adjustments to revenues (if applicable) O Netincomerioss

applicatle)
lude the follovring:

o
o

@ Balance Shee
o
o

o

s
of Cash Flows — must include the folowing;

O Cosn fow resuting from operatng actities O Casn fow resuting from

O Cash flow resutting from financing activiies O Beginning and ending cash balances
0 TaxReturn Extract (D0 NOT send the entre tax return, only the required pages.)

O Credit Report with score prepared within 20 days pr
reports/scores must be prepared. (Dun & Bradstreet,

by one of the five approved credit reporting agencies. Please refer 1o the RFB instructions for the
iandard & Poor's)

Hon-Financial Documentation™
Lo tnancia Documenfation!

ate the credit

e Form A: Approval

Form A: Approval

Required fields are marked with *

UseriDx ]

If any changes are made to Form A after the AO or BAO has approved the form, the AO or BAO must re-approve the form for it to be considered complete.

The authorized official (AO) or back-up authorized official (BAQ) must approve Form A before you can proceed to Form B. The User ID assigned during registration must be identified
in your response.

Print  Back Next

This information i confidential. Contents shall not be used, modified, or distributed (electronically or otherwise) to persons not authorized to receive the information.

Print  Back _ Next

o Form A: Checklist — This screen provides a checklist of the
required hardcopy documents and a chart that describes all the
financial document requirements based on your organization’s
structure. We suggest you use this checklist and chart when you
prepare your package of hardcopy documents. You can find this
checklist and chart in the Request for Bids (RFB) on the CBIC website.
Click Next. At this point, AOs and BAOs will see the Form A: Approval
screen. EUs will be returned to the Status screen.

o Form A: Approval - Only an AO or BAO may approve Form A. The
AO or BAO’s name will be pre-populated. To approve, the AO or BAO
must enter his or her user ID, which is the EIDM/DBidS ID, to serve as
the signature of approval. Once the AO or BAO clicks Approve, Form A
is complete and you will be able to create a Form B.
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[Message from webpage

=

re-approve Form A.

 Please note that Form A has been approved and you can proceed to
:L\ Form B. Any modifications to Form A will require the AO or BAO to '

e If you later make changes to your Form A, remember the AO or
BAO must re-approve Form A before the close of the bid window.
Your bid will not be considered complete if Form A is not approved
and Form B(s) is not certified.

Click Next to approve Form A. On the next screen you can download a
PDF version of the Form A Summary screen. We strongly encourage
you to print or save this PDF for your reference.

To print a Form A summary for all locations, select “Complete and
Approved” from the Form A section of the Status page. Click Next to
go to the Form A: Summary.
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Tips for Form B:

» If you are submitting bids for more than one competition (CBA and product category combination), you must complete a Form B for each

competition.
» Multiple users (AO, BAO, or EU) may enter information into DBidS at the same time, but only one user can enter data in a competition’s

Form B.
» Your Form A must be Complete and Approved before you can proceed to Form B or access any created Form B(s).
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Form B: Create Bid

a Navigation Menu a . N
— - — To create a Form B, click Create Form B from the Navigation menu
avigation ‘ Form A: Application Status ﬂ\
| | T on the left side of your DBidS screen.

Complete and Approved 112412014 16:24:37 Holly Hobby

Total Number of Locations: 1 Locations Incompiete: 0 Locations Complete: 1 Total Number of Compefitions: 5

Form B: Bid Status [ ]
Select Fiter [CBA | [Fitler | [ ciear Fiter | ~
Select Bid
Last
Product Category Modified ““"'ﬁ“' Y 7
Date
v

National Mail-

Incomplete Bids: 2 Bids Pending AO/BAQ Cerfification: 0 Cerlified Bids: 2
Total Bids: 4

Documentation Status [ ]

Documentation Received: Mo

Itis the bidder's responsinilty o ensure that they have submitted the entire package of all required hardcopy documents to the Competitve Bidding
Implementation Contractor (CBIC) and that the package is received by the CBIC by the close of the bid window. Late packages will not be accepled. The
nolation above indicates whether the CBIC has received any hardeopy document(s). However, it does not acknowledge the accuracy or completeness of the
documents. The CBIC cannol provide this information.

0 Form B: Create Bid Q The Form B: Create Bid screen will appear. The CBA and product
category fields have been pre-populated with information you provided
on Form A. Choose the CBA from the drop down menu and click Select.
The product category(s) will then be displayed. To create a bid for that
e e CBA/product category combination, click the Create Bid button.

the information you provided on Form A. You must click the Select button for the product category to be displayed below.

Form B: Create Bid

Reguired fields are marked with %

CBA % | select the CBA v || select |

Product Category * | Select Product Category ¥ |

Create Bid
(CBA/Product Category List

Displayed below is & summary of the CBA(s) and product category(s) you have selected. Click on the column headers to sort the
columns in ascending or descending order. The last column clicked will be the primary sort order for the page.

Select Fiter | CBA v | | Fiter | [ clear Fiter |
IBOE2

Charleston-North Charleston-Summerville, SC Enteral Nutrients, Equipment and Supplies

National Mail-Order Mail-Order Diabetic Supplies
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o Form B: Furnished Items

Units Provided

information,

HCPCS Code| Total Units Provided | Units Provided to
Medicare Beneficiaries|

E1390

E0424

E0439

E1391

E0431

E0434

AT030

AT034

E0470

E0471

E0562

E0601

Percentage Increase in Medicare Business

diests the percentags incresse in Medicare business that your business organization or network would be capable of providing for all HCPCS codss in the product category for this CBA

Y/ Q) = prosected 12 month penod. The percentage increase may excced 100 percent *

L=

Indicate the rumber of unis that your business organization has furnished to all customers, both Medicare and non-Medicare, in this CEA during the past calendar yeer. In the next
column, indicsts the numbsr of units provided only to Medicars beneficiaries in this CBA during the past calendar year. if your business organization has nat provided the item, indicste
“0° in the appropriate column. Flease refer to the Bid Freparstion Workshests on the CEIC website (www.dmecompetitivebid com) for the definition of & unit and aaditions! bidding

(i)

e Expansion Plan

Can you increase your current capacity for this product category in the CBA? If yes, you must complete an expansion plan. *

O Yes ® No

e On the Form B: Furnished Items screen, the Units Provided section
lists the top Healthcare Common Procedure Coding System (HCPCS)
codes for the product category that you selected. For each listed HCPCS
code, enter the number of units that your organization furnished to all
customers, both Medicare and non-Medicare, in this CBA during the
past calendar year. In the next column, indicate the number of units
provided only to Medicare beneficiaries in this CBA in the past calendar
year. If your business organization has not provided any of the items,
indicate 0 in the appropriate column.

If the number in Units Provided to Medicare Beneficiaries is larger than
the number in Total Units Provided, an error message will appear.

° In Percentage Increase in Medicare Business, indicate the
percentage increase in Medicare business that your organization or
network would be capable of providing for all HCPCS codes in the
product category for this CBA during a projected 12 month period. The
percentage increase may exceed 100 percent.

e Form B: Expansion — If you are new to the CBA or this product
category or plan to expand your business under the Competitive Bidding
Program, click Yes.
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Can you increase your current capacity for this product category in the CBA? If yes, you must complete an expansion plan. % ®:Yes () No

If you pian to expand your business under the Competitive Bidding Program, describe your current structure and expansion plan in the space provided (maximum 1000 characters). If
sdditionsl space is nesded, you may submit documentstion slong with the required hardcopy documents. If an item doss not apply, please leave blank. A minimum of ons answer is
required.

To copy an expansion plan entsred on another bid, ssiect the CBA/product category for the bid in the *Existing Bids with Expansion Plsns" drop down iist and click the Copy button. The
data will be copisd to the fislds below. You can make changes to the data on this bid by editing the data below and clicking the Save button to save the Gsta

Existing Bids with Expansion Plans

e |

[Select Expansion Plan

Staff (Current) 1000 craraciers ot

Staff (Expansion Plan) 1000 characters i=ft

Finance {Current) 1000 characters ieh

Finance (Expansion Plan) 1000 charsoters keft

Facilities {Current) 1000 charscters left

Facilitics (Expansion Plan) 1000 charsceers i

Inventory Control {Current) 1000 chracters left

nventory Control (Expansion Plan) 1000 charscters left

Distribution (Current) 1000 characters left

Distribution (Expansion Plan) 1000 charscters left

Additional Information (Current) 1000 characters it

Additional Information (| ion Plan) 1000 charscters left

e Subcontractor Information
(i)

ject Yes below. Please note that subcontracting arrangements must be in compliance with the Suppiler Standards and subcontractors
tandsrds.

Subcontractor Information

If you plan to expand using Subcontracto
can only perform services aliowed under the.

if & subcontractor is providing the service to set-up and/or provide instruction on the use of 8 Medicare-covered item(s), the subcontractor must be accredited by 8 CMS-approved

scereditation organization. Click on the Sl above for specific requirements

Do you plan to use a subcontractor(s)? * [®lves O No
Select one or more of the following functions thatthe ] pelivery of Medicare-covered item only
subcontractor will perform:

] set-up andior

on use of Med| d item
[ Repair of rented equipment only

[ purchase of Inventory

If you click Yes, additional fields will appear for you to detail how you
plan to expand. If any fields do not pertain to your expansion plan,
please enter N/A. Please note that at least one question in the
Expansion Plan must be answered. Each field allows you to enter 1000
characters. If you need additional space, you may submit the
information hardcopy in your required hardcopy document package.
Remember to include your bidder number on each page.

Note: If you are submitting multiple bids and your expansion plan is the
same for each bid, you can copy and paste an existing expansion plan.
So, you may only need to create one expansion plan. Subsequent Form
Bs will provide the option to copy expansion information from other
bids. Under the Existing Bids with Expansion Plans label, click the drop
down button to see a list of bids. Select a bid from the drop down list
and click Copy. The data from that bid will be copied into the fields
below. You can make changes to the data on this bid by editing the data
below and clicking Save. Changes made to an individual expansion plan
will not be made to other expansion plans.

If you need to use special characters, please use the international
keyboard or Alt Control keys to enter information. Additional
instructions on special characters can be found on page 48.

e If you plan to use a subcontractor, click Yes in the Subcontractor
Information section, then select all applicable check boxes to indicate
which functions the subcontractor will perform.

e Delivery of Medicare-covered item only

e Set-up and/or instruction on use of Medicare-covered item
e Repair of rented equipment only

e Purchase of Inventory
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0 Form B: Bid Sheet

Form B: Bid Sheet
Print Save Back Next

Bidder #:

CBA: Chester, Lancaster & York Counties, SC

Product Category: General Home Equipment and Related Supplies and Accessories
PTAN(s):

You must provide your totsl estimated capacity and your bid price for each item (HCPCS code) listed for this product category.

Bid Chart Descriptions and Instructions:

* HCPCS - Healthcare Common Procedure Coding System is s standardized coding system that is used primarnily to identify products, supplies,
and services.

* Product Class - A combinstion of codes for which & single bid is required.

* [tem Description - Short narrative description of each HCPCS code. For s long description, go to the CBIC website
(wwav. dmecompetitivebid.com).

* Type of Bid (Rental or Purchase) - Indicates whether your bid should be for the purchase or monthly rental of the item (identified by the
HCPCS code or product class). In most cases you must submit a bid amount that represents the purchase price of the new item even if that
item is routinely psid for on & monthly rental.

= If "Purchase” is indicated, enter a bid amount for total purchase of the item.
= If "Rental” is indicsted, enter a bid price for one month's rental of the item.
It is very important that you review your bid amount and ensure it was entered correctly.

* Item Weight - Indicates the relative market importance of each item to the overall product category.

* Total Estimated Capacity - For bidding purposes only, you must indicate the number of units per HCPCS code or product class that you
estimate you can provide throughout the entire CBA for this product category for one (1) year. To determine the capacity for each HCPCS
code, calculate the number of units that you currently furnish on a yearly basis and add any number of units or capacity you would be capable
of providing annuslly at the start of the contract period. Plesse refer to the Bid P ion Wol , il i d capscity and bid
amount calculstions, on the CBIC website (www.dmecompetitivebid.com) for the definition of a unit and other important bidding information.

* Fee Schedule - indicstes the fee schedule amount for the HCPCS code in this CBA. You must provide & bid price that is less than or equal to
the fee schedule amount.

* Bid Price - You must indicate your bid price for the item in this field. Your bid price must be a bona fide bid amount for each HCPCS code.
The price submitted must be rational, feasible, supportable. and reflect all costs associated with providing these items and services. If

requested, you must be able to provide supporting do ion, such as a 's invoice, and & rationale that verifies you can
provide the item to the beneficiary for the bid price. The bid price you submit for each HCPCS code or product class must include the cost of
furnishing the item throughout the CBA (except for skilled nursing facilities and nursing facilities that elect to participate as specialty suppliers)
for the duration of the contract period.

Hosp bed fixed ht w/ mattres

E0250 | K Purchase | 00059353856 | *[1_ | | 81600 |*[100 |

E0251 0.0000917130

]

602.40

*‘

Hosp bed fixd ht w/o matires
K Purchase

a The Form B: Bid Sheet comes pre-populated with important
information for you about each HCPCS code. The form requires you to
provide your total estimated capacity and bid price for each item in the
product category.

Product Class: When bidding on the oxygen 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. For most items you are
required to submit a purchase bid which means a bid amount for the
total purchase of a new item. Some codes require you to submit a rental
bid which means you must enter your bid price for one month’s rental
of the new item.

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 number of of units or capacity you would
be capable of providing annually at the start of the contract period.
The definition of a unit for each item in the product category may be
found in the bid preparation worksheets on the CBIC website.

The Bid Price must be at or below the fee schedule amounts. The fee
schedule amounts for Round 1 2017 items are the 2015 fee schedule
amounts for the state in which the CBA is located. The amount must be
rational and feasible and should consider your total cost to buy the item,
including overhead and profit. If there is a question about a bid price
during bid evaluation, you may be asked to provide a rationale and
supporting documentation, such as a manufacturer’s invoice, to verify
that you can provide the item for the bid amount indicated on your bid
sheet.
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e Form B: Manufacturer

Form B: Manufacturer
Print  Back  Next

Bidder #:
CBA: Chester, Lancaster & York Counties, SC
Product Category: General Home Equipment and Related Supplies and Accessories
PTAN(s):
Required fields are marked vith %
For the HCPCS codes listed below, identify the manufacturer(s), mode! name(s) and mode! number(s) of 8l products that you plan to make svailable to Medicare beneficiaries in this
CBA. You must provide information for each HCFCS code for your bid to be complete.
To copy the manufacturer(s), mode! name(s) and model number(s) entered on another bid for the same product category, seiect the CBA name in the *Copy Manufacturer, Model Name,
and Model Number Data" drop down list and cick the Add button. The data will be applied to this bid. You can make changes to the data on this bid by clicking the Add button next to
each HGPCS code.

If & contract is awarded, the information entered on this screen will be displayed to the public in the online Medicare Supplier Directory located at hitp /Avww medicare gov. in order to
keep this information current, suppliers awarded a contract are required to submit a quarterly report updating the manufacturer and mode! information. %

Copy Manufacturer, Model Name, and Model Number Data
[No bids crested for this product category| v ] | Add

HCPCS Manufacturers, Model Names Action(s)
Code and Model Numbers Entered
E0260 0

ED185

E0163

daoga I

0
E0277 0
0
0

E0630

This information is confidential. Contents shall not be used, modified, or distributed (electronically or otherwise) to persons not authonized to receive the information

Print  Back _ Next

Available Data for HPCPS B4152

sele m menufacturer, model name and model number for the listed HGPCS code. You must click the Add Manufacturer, Model Name & Model Number button below for this information to be saved. Click the Back button
eﬂerw have added the product information for this HGPCS cods.
IFine prouu:r information s ot included on the list, you may 20d new product information for some HOPCS codes. Select SOthers from the list snd enter the data in the fields provided in the New Dats section. Before you select S0thers

the product are entering is the drop-down menu in the Avzilable Datz section. You must use the product information in the drap-donn menu if soplicable. If you enter product information
in the New Data section that is listed in the drop-sown menu in the Availabie Dtz Section, your bid could be isqualified

Select how you would like to search for products:
@ Manufacturer (;Model Name () Hodel Number

e Select the following information Youcan

husing at least three (3) characters

[umisource v OR Search: Go
Search Results:
HSeIect HManufacturer Name HModeI Name “Model Number H
H ) Humsuuncz ”NATUEWE PLUS ‘lN/A H
JAdd Manufacturer, Model Name & Hodel Number .
Mew Data for HCPCS  B4152
enter the manufacturer, model name ar nmﬂi mber for products that have not been reviewed by the Pricing, Data Analysis, BCDE(FDACJ ontractor. You must click the Add Manufacturer, Model Name & Mode!
Nmb r button below for this information to be. ﬂC!kth ck button Rﬁ/ml ntsred product infermation for this PCPCS

Manufacturer *

Model Name *

Model Number %

‘acturer, Model Name & Hodel Number

Manufacturers, Model Names and Model Numbers

e L . T

ALLETE PHARMACEUTICALS AMTE HIGH CAL2.0 NiA

ALLETE PHARMACEUTICALS AMTF HICAL2.0 WA

After entering the Total Estimated Capacity and your Bid Price for each
HCPCS code listed, click Next.

e On the Form B: Manufacturer screen, you must select Add next to
each HCPCS code in the product category and provide the manufacturer,
model name, and model number that you will make available to
Medicare beneficiaries in the CBA.

e Depending on the HCPCS code, you will either be shown a drop
down menu (listing manufacturer(s), model name(s) and model
number(s)), blank fields to enter the information, or a combination of
the two. You will choose from a drop-down menu or you may search for
the product. Click Add Manufacturer, Model Name & Model Number to
add the data to the list of items you intend to furnish. Please note that
you must provide at least one manufacturer, model and model number
for each item. If you do not currently provide the item, you should
provide the information for the item(s) that you intend to furnish if
awarded a contract.

If you are unable to locate the manufacturer information in the system
using the search function or drop-down menu, you may enter the
information in the New Data for HCPCS Code section, if this section is
displayed.

After you have entered all of the manufacturer information for a
particular HCPCS Code, click the Back button in the upper or lower right
side of your screen. You will be returned to the previous screen so that
you may enter manufacturer, model name, and model number
information for the applicable HCPCS codes in the product category.
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CN7s,

Bidder: = R M . A T S ——

Navigation

Status Page
» Business Organization Types

@ Form B: Summary

Logout

DMEPOS BIDDING SYSTEM (DBidS)

Weicome,
Form B: Summary
Print  Back  Next
Date: 052212015 16.05:42
Bidder 2:
CBA: Ghariotte-Concord-Gastonia, NC
Product Cateaory: Negalive Pressure Wound Therapy (NPWT) Pumps and Related Supplies and Accessaries

PTAN(s):
Bid Status: Pending Certfication

Displayed below is 3 summary of the information you entered In Form B. Please carefully review for accuracy. You may make changes by seiecting Edit

that your be capable of providing for all HCPCS codes in the product category for
this CBA during a projected 12 month period. The percentage increase may exceed 100 percent.
1000%
Expansion Plan [E7

1f you plan pand y 1000
characters). If additional space is needed, you may 1f an item does not apply, please leave blank. A
‘minimunm of one answer is required.

Can you increase your current capacity for this product
category in the CBA? If yes, you must complete an
expansion plan.

Do you plan to use a subcontractor(s)? No

Sheet £

C 5ea | — = =
46550 N/A | tieg pres wound ther drsg set Purchase 03578562379 | 1 | ses25 $1.00
a0 | NA | Disposable canister for pump | Purchase |_o0.1802574512 | 1 | ssss s100 ||
242 | NA | Neg press wound therapy pump | Purchase |l ose18s63109 | 1 [

$16420.90 st ||

Top HCPCS Manufacturer, Model Name and Model Number

BIO-DOME EASYRELEASE DRESSING KIT -

assso comarec e EASTRELEASE DRES: szt
assso comarec e 10-D0ME EASYRELEASE DRESiG KT - P
A7000 AMERIVAC USA AMERIVAC USA PRO-1T1
£2402 BLUE SKY MEDICAL GROUP INC VERSATILE 1 100.01

Note: Access to the certfication statement, public address announcement and certify screens are restricted to only authorized officials and backup authorized officials.
This information s confidentia. used, modfied. or otherwise) authorized to receive the information.

Print  Back Next

Note: If you are bidding for the same product category in multiple CBAs,
you may copy the product information from another bid. After you
enter the product information for one CBA, when you create another
Form B, you may select a bid from the Copy Manufacturer, Model
Name, and Model Number Data list on the Form B: Manufacturer page.
Click the Add button. The data will be applied to this bid. You can make
changes to the data on this bid by clicking the Add button next to each
HCPCS code.

@ The Form B: Summary screen displays all the information you
entered into Form B. Please review each section carefully. If you need to
make changes or updates to a section, click Edit for that section. This
will return you to the selected screen to make any changes. If you are
satisfied with the information listed on the Summary screen, click Next.
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@ Form B: Public Address Announcement @ ) .
The next screen is the Form B: Public Address Announcement

(penalties for falsifying information). Please read this form and then

click Next.

Bidder #
cBA:

Product Category S Huiimin St sl S
PTAN(s):

DEPARTMENT OF HEALTH AND HUMAN SERVICES
CENTERS FOR MEDICARE & MEDICAID SERVICES

Only AOs and BAOs are allowed to access the Form B: Bid [Certification
Statement]. At this point, EUs will be returned to the Status screen.

Form Approved
OMB No. 0333-1016

PUBLIC ADDRESS ANNOUNCEMENT FORM

fes for Falsifying fon on this & Applicati An AO or BAO should read the certification statement carefully.

This section explains the penalties for deliberately furnishing false information to gain enrollment in the Medicare program.
1. 18U.5.C.§ 1001 authorizes criminal penalties against an individual who, in any matter within the jurisdiction of any department or agency of the United States, knowingly and wilfully falsifies, conceals or covers up by any trick, scheme
or device a material fact, or makes any false fictitious or fraudulent statements or representations, or makes any false writing or document knowing the same to contain any false, fictitious or fraudulent statement or entry.

Individual offenders are subject to fines of up to $250,000 and imprisonment for up to five years. Offenders that are organizations are subject to fines of up to $500,000 (18 U.S.cC. § 3571). Section 3571(d) also authorizes fines of up
to twice the gross gain derived by the offender ifit is greater than the amount specifically authorized by the sentencing statute.

2. Section 1128B(a)(1) of the Social Security Act authorizes criminal penalties against any individual who, “knowingly and willfully,” makes or causes to be made any false statement or representation of a material fact in any application for
any benefit or payment Under 3 Federal health care program. I N f N k .
e oo amiorment forup t e years mportant Note for Networks:
3. The Civil False Claims Act, 311.5.C. § 3729, imposes civil liabiity, in part, on any person who:
a.) knowingly presents, or causes to be presented, to an officer or any employee of the United States H H

Governmant a fale or Hauduent cam forpayment o approval Networ members are require to certity that they cannot
b.) knowingly makes, uses, or causes to be made or used, a false record or statement to get a false or fraudulent daim paid or approved by the Government; or

.) conspires to defraud the Government by getting a false or fraudulent daim allowed or paid. . . . . .
The Act imposes a civl penaity of $5,000 to 10,000 per violation, pus three tines the amount of damages sustained by the Government. d d I h C B A T h | f

3 Secton 1128 (s)1) of e Socal Secuit Ack mpases e kabity, In ars, on &y person (ncudng or oher enthy) dingy resentsor eauses o b presented t an offer, employee, o agentof the independently service the entire . € primary supplier Tor your
United States, or of any department or agency thereof, or of any State agency...a daim... that the Secretary determines is for a medical or other item or service that the person knows or

e T it e network must print the certifying statement for each member. Each

b.) the daimis false or fraudulent.
‘This provision authorizes a civi monetary penalty of up to $10,000 for each item or service, an assessment of up to three times the amount damed, and exdusion from participation in the Medicare program and State health care

Pty o ot e el e member must carefully read and sign the statement. The primary

supplier must submit the certifying statement with the network’s

BT [ (=2 hardcopy documents. You are required to include your bidder number

on each page of the hardcopy documents you submit as part of your
bid package.

This information is confidential. Gontents shall not be used, modified, or distributed (electronically or otherwise} fo persons not authorized to receive the information.

@ Form B: Certification
@ Form B: Certification — Form B must be certified by the AO or BAO.

The User ID is your EIDM/DBIdS user ID and must be entered on the

certification screen to serve as your signature certifying that all
e A information submitted is true. Please note that if any modifications are

PTAN(s): 1015430001

e s e - made to Form B after it is certified, the AO or BAO must re-certify Form
The authorized officiel (40) o back-up euthrized offciel (BAO) must certify the bid is eccurate. Pleese complete llfields below to certy your bid end then clck Certify and Submit Bid. If chenges are made B. If Form B is not certlfled, your b|d cannot be evaluated and you Wi”

to Form B after it has been certified, the A er BAQ must recertify the bid. You should check your status page effen to confirm the current status of your bid.

ottt ] not be considered for a contract.

Certify and Submit Bid

This information i confidential. Contents shall not be used, modified, or distributed (electronicaliy or othenwiss) to persons not suthorized to receive the information.

Print  Back Next
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@ Once Form B is certified, a PDF version of the Form B Summary
Form B: Summary

screen will appear. We strongly encourage you to print or save this PDF
Bidder: « W - - . Welcome, e St for your reference.

Status Page
» Business Organization Types.
» Moddy Form A
Create Form B
» Moddy Form B

e Click Next to be returned to the Status page.

Logout
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Form A and B Status

CA7s/

DMEPOS BIDDING SYSTEM [DBidS)

Bidder: = S dh alhe o

s e ——

Welcome, “w

Navigation Form A: Application Status
Status Page

e | [ ELEE

» Modily Form A | Complete and Approved 052212015 16.01:22
Create Form 8
Select Bid

......

Total Number of Locations: 2 Locations incomplete: 0 Locations Complete: 2 Total Number of CompeSitions: 18

Form B: Bid Status

Seleci Fiter [CBA [ Filler | | Ciear Fiter |

Last
Mocmiod ¢ “M

¢| Product Category ¢ Status ¢

3 e 0522015
Incomplet®  y5.51:56

MNebuiizers and Related Supplies

ecmgia sy i Pait ANIAC Caticatin®  Cutiag IO §
Total Bids

Bty & coemre i ooy e
tmcebred e CBIC b the close ofhe i window. Lot e beck
the o completeness ofthe documents. The CBIC ¢

wbtiod o ackes packags ol ol reied hontcopy dosamasis Yo e Compnlie BikdngImplemsslaion Cosiaco (C51C) oo
not be accepled. The n & indicates whether the CBIC has received any hardcopy document
ok pro ovds ths phormation

ovd et bpsskoos
ot sckmowiedge

The status screen shows you the status of your Form A and Form B(s).
This page will display each time you log in to DBidS. We suggest that
you check this screen often to ensure your bid is complete, approved,
and certified before the close of the bid window.

Form A Application status:

e Incomplete — Form A is missing required field(s). Click on
Incomplete to return to the section that is missing information.

e Pending Approval — Approval for Form A is pending; it has not
been approved (or re-approved, if applicable) by the AO or
BAO.

e Complete and Approved — Form A is complete and has been

approved (or reapproved, if applicable) by the AO or BAO.

Form B Bid Status:

Incomplete — Form B is missing required information. Click on
Incomplete to return to the Form B: Bid Status page. Each page
of Form B will be listed with individual statuses.

Pending Certification — Certification is pending; form is
complete but must be certified (or re-certified, if applicable) by
the AO or BAO. An uncertified bid (Form B) will not be
considered for evaluation.

Complete and Certified — Form B is complete and has been
certified (or re-certified, if applicable) by the AO or BAO.

This screen also shows whether your hardcopy document package has
been received. It does not show whether the package is complete or if
the documents are accurate or acceptable. If your document package
was not received, the DBidS indicator will remain No.

Documentation Status:

e Document Received - Yes — displays if the CBIC has received a
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package.
e Document Received — No — displays if the CBIC has not received
a package.

You may continue to view your DBidS status screen up to 90 days after
the bid window closes to certify whether your online bid is complete,
approved, and certified by the AO or BAO. However, no changes can be
made to any bidding information.

International Keyboard & Alt Control Instructions

International Keyboard Alt Control
(For Windows XP users)
Hold down the Alt key while typing the corresponding key combinations

Click Start in the bottom left of your screen. indicated in the box below (use the numeric keypad to enter numbers).
Select Settings, then Control Panel.
Double click Regional and Language Options. Character Description Windows Macintosh
A pop up box will appear. Select the Languages tab.
In the Installed services box, click Add and select . SN S e TR b
United States - International under Keyboard ’ Iaeeae 19 DRt eHllEs
Layout/IME. a' sméll a, acute accent 160 opt-EA ‘
A
Click Apply. . - ,

E capital E, acute accent 144 opt-E shift-E

i small i, acute accent 161 opt-E |

i capital |, acute accent 0205 opt-E shift-I

] small n, tilde 164 opt-N N

N capital N, tilde 165 opt-N shift-N

o small o, acute accent 162 opt-E O

o capital O, acute accent 0211 opt-E shift-O

a small u, acute accent 163 opt-E U

U capital U, acute accent 0218 opt-E shift-U
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