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Getting Started

About the electronic versions

These electronic versions enable you to complete the CMS 855 enrollment forms
using your computer and provide real-time edit checks, or validation. However,
these forms still must be printed, signed and mailed in.

There are numerous variations possible for completing these forms. The
validation provided is intended to ensure the major fields are completed. To help
ensure speedy completion of the enroliment process, please complete the entire
form, filling out all fields to the best of your ability.

Each of the electronic versions of the forms is laid out in the same format as the
PDF and hard copy versions. The first few pages are general (federal)
instructions and requirements for completing the forms.

The electronic versions include the same detailed instructions for completing

each section as the paper and PDF versions. The instructions are provided
through links that give section and subsection specific instructions.

Computer requirements

To download and use the electronic versions, you must have the following
minimum computer specifications:

Windows 95 (or higher) operating system,
Access to the Internet,

An Internet browser, and

A Printer

Downloading and Installing Formatta Filler

Before you can begin completing an electronic version of the CMS 855 forms,
you must download and install the Formatta Filler program. Formatta Filler is a
free software program and the download size is approximately 980K. Follow the
instructions below to download and install Formatta Filler.

NOTE: For this guide, screen examples from Internet Explorer are used. Your
screens may look slightly different.
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1. GO TO THE CMS PROVIDER/SUPPLIER ENROLLMENT FORMS PAGE.

The link to download Formatta Filler is found on the CMS Provider Enrollment
web site (http://cms.hhs.gov/providers/enroliment). In the Electronic Version
Software section, click on the Formatta Filler link. This will begin the download

and installation process. When you click on the link, the ‘File Download’ screen
will appear.

Y'ou have chosen to download a file from this location.

fillersetup. exe fromn wisny. formatta. com

Ywhat would you like to do with this file?

% Fiun this program fram its cument lacation

" Save thiz program to dizk

¥ flways ask before opening thiz e of file

k. I Cancel kdare Info

File Download
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2. SELECT “RUN THIS PROGRAM FROM ITS CURRENT LOCATION” AND
CLICK “OK.”

To run the Formatta Filler install program from its current location, the install
program is first downloaded to a temporary folder on your computer. The below
‘File Download’ screen will appear to illustrate the download progress.

File Download =100

Opening:
fillerzetup.exe from wias. formatta, com

[

E ztimated time |eft;
Dawnload to: Temparary Folder
Transfer rate:

[ Cloge this dislog box when download completes

[Hper | [Hpern Fnlderl Cancel I

File Download

NOTE: When using Netscape, you will not see this screen. You will go directly to
save the file. See the ‘Save As’screen, page 18.
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3. CLICK “YES” TO RUN “FORMATTA FILLER SETUP.”

The ‘Security Warning’ screen will appear after the download has finished. Click
“Yes” to run “Formatta Filler Setup.”

Security Warning X

Do you want taingtall and run “Formatta Filler Setup*
gsighed on 2/25/2002 6:42 P and diztributed by

Formatta Corporation

Publizher authenticity verified by YenSign Commerzial
Software Publizhers Cé

Caution: Formatta Corporation azserts that this content iz
zafe. ou should anly installview this content if pou trust
Formatta Corporation to mak.e that azsertion.

[T Always trust content from Formatta Corporation

Mo tare [nfo

Security Warning

As the installation program begins to run, you will see the ‘Formatta Filler 6.0
Installation’ window.

| Formatta Filler 6.0 Installation

Initializing Wize Installation Wizard.__

Formatta Filler 6.0 Installation
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4. READ THE LICENSE AGREEMENT AND CLICK “l ACCEPT.”

The licensing agreement will appear after the ‘Formatta Filler 6.0 Installation’

window disappears.

42 License Agreement for Formatta Filler 6.0 x|

Pleaze read the following Licenze Agreement for Formatta Filler £.0.
Prezs the PAGE DOMWM key ta zee the rest of the agreement.

Dverdiew - |

Thiz iz the end-user License Agreement for Formatta Filler 6.0 for
Microzaft Windows 95, Microzaft Windows 98, Microsaft
Windowes Millenium Edition, Microzoft MWindows MT, Microsoft
Windowes 2000, and Microsaft Windows =P,

ELECTROMIC END-USER LICEMSE AGREEMEMT FOR
FORMATTA FILLER

MWOTICE TO USER: THIS IS & COMTRACT. BY INSTALLIMG
OR USIMG THIS SOFTWARE, ¥OU ACCEPT ALL THE
TERMS AMD COMDITIOMS OF THIS AGREEMEMNT. ;I

Do you accept the terms and conditiohs of the Licenze Agreement?
Click "l Decling" ta quit, and "l Accept' o continue installing.

| Decline |

License Agreement

Read the agreement. If you accept the agreement, click “I Accept.”

NOTE: If you do not accept the agreement, the ‘Install’ window (below) will
appear to notify you that Formatta Filler will not be installed. You will not be able
to use the electronic versions of the CMS 855 forms unless you click the
“‘Resume” button and then click the “I Accept” button.

stall x|
Setup iz ot complete. [F pow quit the zetup
program now, the program will ok e installed.
You may rin the setup program at a later time
to complete the inztallation.

To continue inztaling, click Resume. Tao quit
the Setup program, click Exit Setup.

Exit Setup |

Install
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5. SELECT AND SAVE THE FILE TO A FOLDER.

Once you accept the license agreement, the next step is to choose where you
want Formatta Filler installed on your computer. We recommend that you click
the “Next” button to install Formatta Filler to the default location, C:\Program
Files\Formatta6, without changing the destination location. The installation
program will automatically create the destination folder. Once downloaded and
installed, the folders containing the CMS 855 forms are always stored in the
C:\Program Files\Formatta6\Forms folder.

:','-i'. Choose Destination Location 5[

Setup will install Formatta Filler B.0 in the Following folder.

Toinstall into a different folder, click Browse, and zelect
anather folder.

“'ou can chooze not to install Formatta Filler 6.0 by clicking
Cancel to exit Setup.

" Destination Falder

C:%Program FileshFormattab Browse. .. |

< Back

Choose Destination Location

If you want to change the default location from C:\Program Files\Formatta6, will
still be able to use electronic versions of the CMS 855 forms. However, it
changes the default folder where Formatta looks for forms. Therefore, if you
save to a different location, when you open Formatta Filler and try to open a form
by clicking on the “open” button, you will not see the folders containing the CMS
855  forms. You will need to navigate to  C:\Program
Files\Formatta6\Forms\855X.
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6. COMPLETE THE FORMATTA FILLER INSTALLATION.

J

After clicking “Next” on the ‘Choose Destination Location’ window, the ‘Installing
window will appear to illustrate the installation progress.

_ (ol
2 - &
=g
— Current File
Copying file:
C:AProgram FileshFormattaBiFiller. exe
ANENEENENEEENENEEEEE
— &l Files
Time Remaining 0 minutes 0 seconds
ANENEEEENENENENEEEEN
< Back | HiEmt = | Cancel I

Installing
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Once the installation is complete, the ‘Installation Complete’ window will appear.
To exit the installation, click the “Finish” button.

',1 Installation Complete . EI

Formatta Filler 6.0 has been successfully installed.

Prezz the Finizh buttan to exit thiz inztallation.

Installation Complete

Formatta Filler is now installed on your computer. Formatta Filler opens the
Formatta Filler Registration form, illustrated below.

E Register.pif - Formatta Filler 6.0

JEi\e Edit Wew Form Tools Help

- > Dﬁh m g G')\ Q ﬁ B Farmatta
Previous. INext open Save Reset Print Zoom In - Zoom Out Info Horme

Formatta Filler Registration

Formatta Filler Registration Form

You do not have to complete the registration form to use Formatta Filler. Close
the registration form by clicking on the X’ in the upper right corner of the screen.

Next, download an electronic version of the CMS 855 forms.
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Downloading and Installing a CMS 855 Form

After installing Formatta Filler (see page 3), to complete an electronic version of
the CMS 855 forms, you must first download the specific form. To do this, begin
by downloading the executable file from the CMS website to your computer.

NOTE: Using a 56K modem, it should take you approximately 2 minutes to
download each of the CMS forms.

1. SELECT THE FORM YOU WISH TO COMPLETE.

Go to the CMS provider enrollment website
(http://cms.hhs.gov/providers/enroliment) and click on the link for the form you
wish to complete. Clicking a link to a specific form automatically triggers the
downloading of the executable file to your computer. The executable file
contains a program that installs the electronic version of the selected CMS 855
form on your computer. Once the executable file is on your computer, you
double-click on the executable file icon and the file automatically installs the
electronic version of the CMS form.

NOTE: For this guide, screen examples from Internet Explorer are used. Your
screens may look slightly different.

When you select a form, you will see the ‘File Download’ screen:

r'ou have chozen to download a file from this location.

23554, exe from v hcfa.gow

YWhat would you like to do with this file?

" Save this program to disk

¥ Always ask before opening thiz bpe of file

] 4 I Cancel More Infa

File Download

(NOTE: When using Netscape, you will not see this screen. You will go directly
to save the file. See the ‘Save As’screen, page 20.)
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2. SELECT “RUN THIS PROGRAM FROM ITS CURRENT LOCATION” AND
CLICK “OK.”

To run the install program for an electronic version of a CMS 855 form from its
current location, the install program is first downloaded to a temporary folder on
your computer. The below ‘File Download’ screen will appear to illustrate the
download progress.

=101 %]

&

COpening:
2054, exe fram v hofa gor

L[]

E ztimated time left;
Dowrload ko Temparary Folder
Transfer rate;

[” Close this dislog box when download completes

[ per [Hpen Folder | Cancel I

File Download
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3. CLICK “YES” TO RUN “855X.EXE.”

The ‘Security Warning’ screen will appear after the download has finished. Click
“Yes” to run “855X.exe.”

Security YWarning il

Do pou want bo install and run '3554 exe from
. bicfa, gose'?

The publizher cannot be determined due ta the problems
below:

Authenticode signature not found.

Yes Mo More Infao

Security Warning

Internet Explorer browsers use “authenticode verification” to confirm whether a
file you're running has a valid authentication certificate. This is an Internet
Explorer issue and will not affect your ability to use the CMS 855 forms. Please
click “Yes” to run the 855X.exe file and install the electronic version of the CMS
855 form.
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4. CLICK “NEXT” TO BEGIN INSTALLING THE ELECTRONIC VERSION OF
THE SELECTED CMS 855 FORM.

When the ‘CMS Form Install’ screen appears, click “Next” to begin the

installation.

4

CENTERS for MEDNCARE & MEDICAID SERVICES

CMS 855A

http: /e cns. hhs. goy

¢ Back I MHest » I

Cancel

CMS Form Install

Version 3.0

11/21/2002

14 of 39



Electronic Version of the CMS 855 Enrollment Forms Comprehensive User’'s Guide

Click “Next” again when the ‘Ready to Install’ screen appears.

Ready to Install : x|

You are how ready to install CMS 855A on
your computer.

A

CENTERS for MEDVCARE & MEDICAID SERVICES

Flease press Next to continue the installation, or
Back to make changes.

< Back

Cancel |

Ready to Install

The install program automatically adds a shortcut to the electronic version of the
selected CMS 855 form on your desktop. The shortcut is illustrated below.

EE
HE
CHMS B554
If you prefer to delete the shortcut (or delete it accidentally), there are ways to

access the electronic versions without it. See the Opening the Form section on
page 21 for more information.
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During the install process the ‘Setup Progress’ screen will display the progress.

Setup Progress x|

Installing

Pleaze wait while Chis 8554 is setup on your
cormputer.

A

CENTERS for MEDWCARE & MEDICAID SERVCES

C:%Program FileshCh 5485545 htm

< Back I [ewt > I Cancel |

Setup Progress
5. CLICK “FINISH” TO COMPLETE THE INSTALLATION

On the ‘Setup Complete’ screen, select “Finish” to complete installation of the
specific CMS form to your computer.

Setup Complete x|

Setup was successful.

ChS 5554 was successfully setup on your
computer. Fress Finish to exit setup and launch
ChS 8554,

A

CENTERS for MEDWCARE & MEDVCAND SERVICES

< Back

Cancel |

Setup Complete
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Alternate Formatta Filler download instructions

If you have a slow Internet connection, you may want to select “Save this
program to disk.” These instructions begin after step #2 of the Downloading and
installing Formatta Filler (page 3). After completing these steps, refer to step #3
on page 6. The instructions below will guide you through saving the file to disk.

In the ‘File Download’ window, choose “Save this program to disk” and click the
“OK” button.

File Download X

“'ou have chosen o download a file from this location.

fillerzetup. exe fram wisns formatta, com

“hat would pou like to dowith thiz file?

£~ Run thiz program from itz curent location

" 55ve this program to disk:

¥ | Alwaps ask before opening thiz pe of file

| k. I Cancel tare [nfo

File Download
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After clicking the “OK” button, the ‘Save As’ window will appear. Choose the
location on your computer where you want to save the fillersetup.exe file. The
fillersetup.exe file is the file that will install Formatta Filler. For ease of location,
we recommend that you save the file to your desktop, as illustrated below.

2l
S ave ir I :ﬂ Deskiop j = =% Ef-
. - My Docunments
@ - My Campuker
Hiztary 5 My Metwark Places
File name: Ifillersetup.e:-:e j | Save I
Sawve as bype: I,-':‘-.ppﬁl:atil:ln j Cancel |
P

Save As

NOTE: After installing Formatta Filler, it is important to delete the
fillersetup.exe file. This will help to avoid confusion.

Next, find the fillersetup.exe file that you downloaded. If you saved the file to
your desktop, the icon representing the file is illustrated below. Double-click on
the icon to begin the Formatta Filler installation.

£

fillersetup, exe

To continue downloading and installing Formatta Filler, please see page 6.
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Alternate electronic version download instructions

If you have a slow Internet connection, you may want to select “Save this
program to disk.” These instructions begin after step #2 of the Downloading and
Installing a CMS 855 Form section (page 11). After completing these steps, refer
to step #3 on page13. The instructions below will guide you through saving the
file to disk.

In the ‘File Download’ window, choose “Save this program to disk” and click the
“‘OK” button.

File Download x|

'ou have chogen to download a file fram thiz location.

23504 exe from e hicfa gow

What would pou like to do with thiz file?

£~ Fiun this program from its curent location

{* Save this program to disk

V¥ | Always ask before opening thiz bpe of file

aE. I Cancel Mare [nfo

File Download
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After clicking the “OK” button, the ‘Save As’ window will appear. Choose the
location on your computer where you want to save the 855X.exe file. The
855X.exe file is the file that will install the electronic version of the selected CMS
855 form. For ease of location, we recommend that you save the file to your
desktop, as illustrated below.

Save i I:ﬂ Deskbop j = B3 o B

Hiztom

- My Documents
- My Compuker
S My Mebwiork Places

by Documents
=
File narmne: IEES.-’-‘-..EHd j Save I
Save as ype: I,&.pplicatinn j Cancel |
g

Save As

NOTE: After installing the electronic version of the selected CMS 855 form,
it is important to delete the 855X.exe file. This will help to avoid confusion.

Next, find the 855X.exe file that you downloaded. If you saved the file to your
desktop, the icon representing the file is illustrated below. Double-click on the
icon to begin the installation of the electronic version of the selected CMS 855
form.

e
[
8554, . exe

To continue downloading and installing Formatta Filler, please see page 13.

Version 3.0 11/21/2002 20 of 39



Electronic Version of the CMS 855 Enrollment Forms Comprehensive User’'s Guide

Completing the Electronic Forms

This guide assumes you are completing the enrollment form for the first time, in
its entirety. If you are using the electronic version of the forms to make a
change, see the “Reporting a Change of Information” section, page 36 for details.

To enter data, you will use your keyboard and a combination of the tab button,
arrow keys and your mouse.

Opening the form

To begin, open the CMS form you wish to complete. There are several ways to
open the forms. The two easiest are listed below.

1. If you have the CMS 855X shortcut icon on your desktop, double-click it to
open the form.

2. If you do not have the CMS 855X shortcut icon on your desktop, click the
“Start” button. Move your mouse to the “Programs” folder. A submenu
will open. Move your mouse to the “CMS Forms” folder. Another
submenu will open. This menu will contain the CMS 855 forms. Move
your mouse over the form you wish to open and click. The form will open.

If the form you wish to open is currently open, you will receive an error message.
This prevents the loss of information. Please use the form that is already open.

IMPORTANT NOTE: To avoid losing information entered into an electronic
version of a CMS 855 form, please read this if you selected to “Save this
file to disk” (see page Error! Bookmark not defined.) during the download and
installation of the form. After installing the electronic version of the CMS
855 form, DO NOT double-click on the 855X.exe file. This will not open the
electronic version of the CMS 855 form, but will reinstall it. The
reinstallation will erase any information previously entered in the form. To
avoid losing information, please delete the 855X.exe file after installation.

Entering information

TAB, SHIFT-TAB

When you first arrive at a page on which you can enter information, the cursor
will be located in the blank provided for the first question of the page.

To move from question to question, press the [tab] key to move the cursor to the
next question. This will take you through all questions, in order, from top to
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bottom. To move to the previous question, press and hold down the [shift] key
while pressing the [tab] key to move up the page.

COMPUTER MOUSE

You can also use your mouse to move directly to whichever question you desire.
The cursor will switch from an arrow to an I-bar when it is over the blank provided
for a question.

The cursor will look like this: |

In the sections with check boxes, you can move to the appropriate box with the
[tab] key. When you wish to select a particular answer, you can press the [enter]
key, hit the spacebar, or click the mouse. That check box will be selected and
marked with an ‘X’ as shown in the ‘Check Boxes’ screen.

[t 8555.pff* - Formatta Filler 6.0

J File Edit Yiew Form Tools Help

j<:=-=>vm"n®\a

Previous Mexk Open Sawe Resek Print Zoom In Zoom Ouk Info

1. Does the supplier have unrestricted access to its Medicare remittance notices?
2. Does the supplier's Medicare payment go directly to the supplier?

IF HO, proceed to Question 3.

IF YES, =kip Questions 3,4 and 5. i
3. Does the supplier's Medicare payment go directly to a bank? OYES [ MO

IF HO, proceed to Question 4.

IF YES, answer the following questions and skip Questions 4 and 5.

a) |5 the bank account only in the name of the supplier? OveEs ONO =
| »

[ PR o Py PRSP VRN Sy P VORPRY RV R [ S} M) AYPY PRpEpEpRp T SRS RIS ST PP Py |

2l
4 [AEH A b | Ready 4
Check Boxes

To enter text, move the cursor to the specific question and type the answers in
the spaces provided.

ARROW KEYS

Like the [tab]/[shift-tab] keys, you can also use the up [T] and down [{] arrows on
your keyboard to move the cursor to the next or previous questions.

You can use the left [«-] and right [—>] arrow keys to scroll through the state
names. For example, if you tab into the State selection box, use the left and right
arrows to scroll through the alphabetical list until you find your selection. Press
the [enter] key to select that State and move to the next question.
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If using your mouse, you can simply click on the arrow and scroll down to select
your particular state (see ‘State Selection’ screen).

I 8555.pIf* - Formatta Filler 6.0 w
J Eile Edit Wew Form Tools Help
e i = Sl = AR
Previous Mexk Cpen Save Reset Print Zoom In Zoom Ouk Info Home
. . I
3. Business Street Address Line 1
Rusiness Strest Address | ine 2
City State «| |ZIF Code +4
Telephone Number {Ext] Fax Mumkber (if a ir 21 | E-mail Address (if applicable)
L) - (1 () -
C. Billing Agreement/Contract Information A Effective Date: i
Answer the following guestions about the supplier's agreementl4Z Thve billing agency.
1. Does the supplier have unrestricted access to its Medicare remittance notices? O ves K NO
2. Does the supplier's Medicare payment go directly to the supplier? O ves Ewo
IF NO, proc_eed to Q_uestion 3. i
I i b I _'I_I
4 (DA P | Ready 4

State Selection

Deleting information

To delete information you have entered in an electronic version, you can use the
“‘Delete” button or the “Backspace” button. Information can only be deleted one
field at a time. You cannot highlight several fields at once and delete the
information contained in each field. This is a limitation of the Formatta Filler
software.

If you want to delete all information entered in a form, follow the instructions
provided in the “Need a Clean Copy?” section on page 28.

Accessing CMS 855 form instructions

Each section and subsection includes the same set of instructions as the PDF
and hard copy forms. The section and subsections are actually links and appear
bold, blue and underlined. To open the instructions, simply click on the title of
the particular section. This will launch your Internet browser and display the
instructions for that specific section or subsection. (You do not need to be on-
line to access these instructions.) When opened, the instructions can be printed.
To close the instructions, click on the X’ in the upper right hand corner of the
window.
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The circled sections in the ‘Instructions’ screen below show examples of where
you will find a link for the instructions in the electronic version of the forms.

I 8555.pfF* - Formatta Filler 6.0 ; E =10l x|

JEiIe Edt Wew Form Tools Help

J<:=.=>.D”‘E‘®\®\é§.
Previous Mexk Cpen Save Reset Print Zoom In - Zoom Cuk Info Home

OMBE Approval No. 0038-0685

This sectmrietrte Tompleted with information specifically related to the business location of the supplier submitting this

application. Furnish the following information: the supplier's legal business name and address as reported to the IRS for issuance of

IRS Faorm 1099, the type of business this supplier operates as, the type(s) of products and services this supplier will furmish, and

information aboyt the supplier's liability insurance.

< A._Supplier IRS Identification Information O ; Effective Date: I

Furnish TR STppers-tega-r=me s name (as reported to the IRS). A copy of the IRS CP-575 or other corespondence issued by

the IRS showing the TIM for this business MUST be submitted

1. Legal Business Name as Reported to the IRS Tax ID Number
LR LT P T R e e R _>|_|
(M@ > | Resdy D

Instructions

Clicking on the main header will give you the instructions for the entire section,
including subsections. Clicking on the sub-headers will give you instructions for
just that sub-heading.

If you have trouble returning to the CMS 855 form after opening the instructions,
click on the X’ in the upper right corner of your Internet browser. This will close
the Internet browser and return you to the CMS form.

For example, if you click on “A. Supplier IRS ldentification Information” in the
‘Instructions’ screen (see previous image), you will see a screen with those
instructions (see image below).

'3 Section 24 - Microsoft Internet Explorer =101

J File Edit Wwiew Favorites Tools Help ﬁ
J aBak » mp ~ @ ﬁ | @Search @Favorites @History | %v »J Go gl(-_‘vl j 7

J Address I@ C:\Program¥:20Files\CMS1 8555, 24, hitm j ﬁGD

A. Supplier IRS Identification Information - This section is to be completed with information specifically |
related to the business location of the DMEPOS supplier submitting this application.

If reporting a change to existing information, check "Change " pravide the effective date of the change,
complete the appropriate fields in this section, and sign and date the certification statement. Othensise:

1. Provide the legal business name as reported to the Internal Revenue Service (IRS), and the tax
identification number (TIN) issued by the IRS to this supplier business location or the TIN used by this
business location for tax reporting purposes.

Attach documentation (e.q., a copy of the IRS CP-575) from the IRS showing that the name matches that
reported in this application. If the supplier does not have an IRS CP-575, any official correspondence from
the IRS that shows the supplier's name and TIN will be acceptable proof.

[f the supplier cannot obtain the reguired IRS document, explain why in a separate attachment and provide

rodAcne e that linbes ite lemal kacinae e rameoaith thoe reeerted TIRD I the narme and TIRD A fed maate b con taes
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Using the edit check/validation features

Due to the myriad of individual circumstances for a party wishing to enroll in
Medicare, the validation feature checks for only the bare minimum of information,
or information that would be required by 100% of the applicants, 100% of the
time. This validation feature only works page-by-page. You cannot check the
entire document at once.

As you begin completing the CMS form, you will notice an asterisk (*) located in
certain sections of each page, and a gray button at the bottom of each page.

The gray buttons activate the edit check, or validation feature. When you click on
the gray button at the bottom of the form, the validation feature is initiated. It will
check to see if you have provided the required information for that page. If not,
you will receive an error message (see image below). When you click ‘ok,” you
will either be taken to a highlighted asterisk, which indicates that information in
that section needs to be completed, or you will be taken to the space (field)
provided to answer that question.

& Field "Six& 1FirskMame" Failed validation.

While you can enter data and then click the ‘Previous’ and ‘Next’ buttons on the
Formatta Filler toolbar to move from page to page, the edit check feature will
ONLY work if you click the ‘Validate and Continue’ or ‘Validate and Print’
buttons. Using the validation checks will help ensure you do not forget to
answer important questions on that page.

If you are using the electronic version of the forms to make a change of
information, do not use the validation buttons. (See “Reporting a Change of
Information,” page 36 for more details.)

There are two gray buttons that activate the validation feature: ‘Validate and
Continue’ and ‘Validate and Print.’
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Validate and Continue Button

Complete each page to the best of your ability. When possible, please provide
all requested information, and then click the ‘Validate and Continue’ button. This
will perform the validation checks on that page.
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Validate and Continue

If a required question (field) on that page is not completed, the validation feature
will prompt you with an error message to answer that question.

Formatta Filler 6.0

i

& Field "Six& 1FirstMarme" Failed validation,

Error Message

In general, the error message defines the field that needs to be completed.
Using the above error message as a guide, it is generally broken down as
follows:

e “Six” = The error or omitted information is in the 6" section of the form

e “A” = The error or omitted information is in sub-section A of the 6" section

e “1” = The validation that found the error or omitted information is the first
validation check for subsection A of section 6. This number does not
correspond to the question number.
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e “FirstName” = Abbreviated name for the question with the error or
omission.

As described above, the text in the prompt will indicate which question is
incomplete. In addition, when you select ‘OK’ the program will take you to an
asterisk next to the section or to the space provided for a question’s answer.
You must complete the required information to proceed. Otherwise, you will
continue to be prompted with the error message.

Validate and Print Button

On the last page of each form, you will see a button that reads ‘Validate and
Print’ (see image below).

B 8555.pff* - Formatta Filler 6.0 . —[of x|
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Validate and Print

Like the ‘Validate and Continue’ button, when you click this button, you will be
prompted to complete omitted questions on that page before it will validate and
print. After completing the last page of the application, click the ‘Validate and
Print’ button, and, after the page has been validated, a print window will appear.
After printing, you can then sign the form, make a copy for your records, and mail
in the original.

If you wish to validate the last page, but not print the form, simply select ‘cancel’
on the print window when it appears. You can return at a later time to print the
document.
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Printing the form

When you are on the last page of the electronic version of any CMS 855 form,
you can click on the ‘Validate and Print’ button to launch the print screen and
print out the form. The print screen will give you the option to print the entire
form or specific pages of the form.

You can also use the ‘Print’ button on the Formatta Filler toolbar, or the ‘Print’
option from the Formatta Filler menu bar to print the form or instructions. (See
pages 31 or 34 for more details)

NOTE: At any time, to print out a single page or a range of pages, you can use
your keyboard. To do this, press and hold the [CTRL] button while pressing [P].

Saving the form

When you are ready to save your work, there are several ways you can save the
document.

Save

Selecting “Save” from the menu or toolbar will save the file. This means every
time you open the form and save it using the toolbar, you will always maintain
one version of the document (overwriting the previous versions).

Save as

If you select “Save as” from the menu you will see a prompt asking you to title the
document, and to select a location to save the document. Enter the name of the
file, choose the location, and click “Save.” This will create an identical document
with the same data in it, only with a different name.

Need Multiple Copies?

If you have multiple instances of one form to complete, you can use “Save as” to
create new forms for each applicant. If your form is blank to start with, follow the
instructions in the previous paragraph to save as many versions as you need.

Need a Clean Copy?

If your form has data on it, you can use the reset button to generate a clean
copy. To do this, select “Save as” from the menu bar and create a new
document as described above. In the new document, click the ‘reset’ button on
the toolbar. All data will be erased. Click “Save” to save the blank copy.
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Using Formatta Filler

This section contains information on viewing the forms, the menu bar, the
toolbar, status bar and navigation options available within the electronic versions
of the CMS 855 form(s). We will define and review the different features
available. If you are familiar with how a web browser works, you will be very
familiar with how this program works. There are some nuances that we will
discuss, in terms of which menu or toolbar item will be most helpful for you to
use, depending on which action you require.

Viewing the forms

The following diagram shows the form in Normal Mode. In the following sections,
we will review each of the areas highlighted in red.
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The form can also be viewed in Full-Screen Mode. To change to Full-Screen
Mode, press F11 on your keyboard. Press F11 again to switch back to Normal
Mode.

EEER-T=NEEIOEE AR - o=

MEDICARE

FEDERAL HEALTH CARE
PROVIDER/SUPPLIER ENROLLMENT APPLICATION

K 8 | _'l;I

Full-screen mode

In the Full-Screen Mode, the icons in the upper left toolbar appear without the
text of their names. However, their functionality is exactly the same as when in
normal mode.

In the upper right toolbar, these symbols also represent additional commands:

Clicking the double page icon returns the view to normal mode. Clicking the x
closes the form completely. You will be prompted with a ‘save’ command if you
have made changes.
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Menu bar

J File Edit Mew Form Tools Help

The menu bar provides a set of options with pull-down menus that, when
selected, provide commands for operating the Formatta Filler program. You will
only use a few of the pull-down items when completing the electronic version of
the forms.

File

This option allows you to perform many of the tasks that are also available via
the toolbar. This includes opening, closing, saving and printing files. To print out
your entire form, select ‘Print’ from this option. NOTE: At any time, to print out a
single page or a range of pages, you can use your keyboard. To do this, press
and hold the [CTRL] button while pressing [P]. This is the best way to print a
select page or range of pages.

Edit

The only item active in this menu is ‘reset all.” It works exactly as the ‘reset’
button on the toolbar. The reset button will erase ALL data you have entered into
the entire form, not just from the current page. Select this only if you want to
create a clean form.

If you accidentally hit this button, you can recover from it. To do this,
immediately close the window (by selecting the X’ in the upper right hand corner
of the form). You will be asked if you want to save changes to the form. Select
“no.” You will lose all information entered since the last time you saved, but you
will not lose all of the information that has been entered.

View

The view menu enables you to select which features are displayed. The features
include the status bar, toolbar, bubble tips, and calendar. For example, if you do
not wish to have the calendar appear when entering a date field, deselect the
calendar feature from the pull-down menu. A check mark will appear next to the
features that are currently active. Inactive features will have no check mark.

In this menu, you can also choose to view the form in Full Screen Mode. To
return to Normal View Mode, click the double-page icon in the upper right of the
screen.

You can also go to this menu to select zoom in or zoom out.

Form

The only option available under this menu item is “summary info.” This allows
you to display information about the form, such as point-of-contact data, version,
description, title and other information.
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Tools
Though they are all enabled, you will not need to use any of the features under
this menu.

Help

The help section applies specifically to the Formatta Filler program and not to the
CMS forms. If you select the Formatta help feature, it will take you to the help
pages on the Formatta web site. While you can use this feature if you wish, the
help that is available in this guide, and via the electronic form instructions will
probably be more useful to your specific needs.

Toolbar

« = | = H SR CENOEANS Formatta

Previous Mext Qpen Save Reset Prink Zoom In - Zoom Ouk Info Home:

The toolbar is a row of icons located above the form. These icons include most
of the controls you will use for navigating and printing the electronic version of
the CMS 855 forms.

Please note: the ‘Previous’ and ‘Next’ buttons will not activate the edit check
feature. To utilize the edit check/validation feature, see the “Edit
check/Validation” section, page 25.

Previous
&

-

Prewvious

The ‘Previous’ button allows you to go to the previous page of the form.
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You can also jump directly to a page that might be farther back. To do this, click
on the small triangle on the right edge of the Previous button and a pull-down
menu appears, with a list of all previous pages. Select the page you wish to

view.
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The ‘Next’ button allows you to go to the next page in the form.

You can also jump directly to a page that might be farther ahead. To do this,
click on the small triangle on the right edge of the ‘Next’ button and a pull-down
menu appears, with a list of all upcoming pages. Select the page you wish to

view.
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=

Open
This allows you to open a form in Formatta. Formatta only allows you to have
one form open at a time. Prior to opening another form, Formatta will ask you if
you want to save the current form. It will then close the current form before
opening the new one.

Save

Save
Selecting ‘Save’ from the toolbar allows you to save your form to your local hard
drive. You can also press [CTRL] + [S], or select “Save” from the file menu.

To make a separate version, select the “Save as” selection from the menu bar.

Reset

Reset
The reset button allows you to clear all data entered in the form, not just the
current page. Do not select this, unless you wish to create a clean form.

If you accidentally hit this button you can recover from it. To do this, immediately
close the window (by selecting the X’ in the upper right hand corner of the form).
You will be asked if you want to save changes to the form. Select ‘no.” You will
lose all information entered since the last time you saved.

Printv

=

Prink
The print button allows you to print your form. NOTE: At any time, to print out a
single page or a range of pages, you can use your keyboard. To do this, press
and hold the [CTRL] button while pressing [P].

Zoom In

CY

Zoom In
Clicking on this button allows you to zoom in for a closer view of your form.

Zoom Out

S}

Zoam Sk
Clicking on this button allows you to zoom out for a complete view of your form.

Info
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=
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This will reveal the same information as the ‘summary info’ from the FORM menu
option.

Home

Horme: iy
Displays your Internet browser and automatically navigates to Formatta’'s
website. For the Formatta section 508 compliance information, use the drop
down arrow and select it.

Formatta logo
Formatta

BT el e

Clicking on the Formatta logo displays your Internet browser and automatically
navigates to Formatta’'s website.

You can also navigate by right clicking on your mouse. This gives you the option

to move to the previous or next page, to the first or last page, or to zoom in or
out.

Status bar

1 EER D » | Ready

The status bar is located at the bottom left of the form. The numbers indicate
which page you are on. The current page will have a red number. To browse by
page using this feature, use your mouse and click on the page number you wish
to view. You can also use the arrow buttons on either side of the page numbers
to move forward and backward through the pages. When you click on a specific
page number, that page will be displayed.
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Reporting a Change of Information

If you are using the electronic version of the forms to report a change of
information, you will simply fill out the appropriate pages, print the pages
completed, sign and submit.

The edit check feature does not apply to your situation because you do NOT
have to complete the entire form—only your change(s). Thus, incomplete form
fields while reporting a change are acceptable. Therefore, you should NOT
use the Validation buttons when completing the form. Instead, complete the
appropriate sections and use the ‘Previous’ and ‘Next’ buttons to navigate. See
page 32 for more information on using the ‘Previous’ and ‘Next’ buttons.

To print only the completed pages, press and hold the [CTRL] button while
pressing [P]. Enter the page numbers you wish to print and click 'OK.'
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Frequently Asked Questions

Q1: What is an executable file?
A1: An executable is a file that contains a program. When you open the file, you
cause the program to run.

Q2: Do | need to download another file if | need a clean form?

A2: If you download a form and save data directly onto that form, and then wish
to have a clean version, you can use the Reset button to create a blank form. To
do this, open the form with the data on it, click Reset, then select “Save” from the
pull-down menu. This gives you a prompt to “Save as,” allowing you to create a
new, clean form. When you return to the original form, close the window (by
selecting the X’ in the upper right hand corner of the form). You will be asked if
you want to save changes to the form. Select ‘no.” You will lose all information
entered since the last time you saved.

Q3: What if | need more space to complete a page on the electronic form?

A3: You can use your computer to generate and complete a clean page. To do
this, select “File”, then “Save as,” and give the file a new name to create a new
form. In the new form, click the ‘Reset’ button to clear the form. Go to the page or
pages you require, fill them out, print, and include them with the rest of the
printed CMS form.

Q4: What if | want to print just one page?
A4: To print out a single page or a range of pages, press and hold the [CTRL]
button while pressing [P].

Q5: What if | am just changing information rather than enrolling for the first time?
AS5: See ‘Reporting a Change of Information’ on page 36.

Q6: Do | need to install Formatta Filler 6.0 each time | download a form?
A6: No. Once Formatta Filler 6.0 is installed on your computer, it does not need
to be reinstalled.

Q7: | have filled out the form, using the ‘Previous’ and ‘Next’ buttons at the top of
the screen to navigate. Is this okay?

A7: If you complete a form and have not used the gray validation buttons
(validate and continue), you will not have utilized the edit check feature. To help
ensure you have completed the most important questions, be sure to use the
‘Validate’ buttons.

Q8: What do | do if there is data on the form from a previous user?

A8: Open the form that you wish to use. Click the “Reset” button. Go to the FILE
pull down menu from the menu bar and select “Save as.” When the prompt
appears, click on the destination selector and choose your desktop as the ‘save
in..." location. Change the file name to the appropriate name, making sure you
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retain the “.pff’ extension as the last part of the name. Select “Save.” You will
now be working in the newly named and saved file.

Q9: After opening the instructions, how do | return to the form?

A9: If you have trouble returning to the CMS 855 form after opening the
instructions, click on the ‘X’ in the upper right corner of your Internet browser.
This will close the Internet browser and return you to the CMS form.

Q10: Should I click on the 855X.exe file to open the form?

A10: Opening the 855X.exe file will not open the form. Instead, this will reinstall
the CMS 855X form and erase all information previously entered in the form. To
avoid this situation, please delete the 855X.exe file after installation.
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Resources

To access the enrollment forms (PDF and electronic versions), go to:
http://cms.hhs.gov/providers/enrollment/.  You can also contact your local
Medicare contractor who can mail you the enrollment package or answer any
additional questions.

You can find your local contractor at:
http://cms.hhs.gov/providers/enrollment/contacts/.
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