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Digital Document Repository (DDR) 

How To Guide 
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Step 1:  User Logs into PECOS at https://pecos.cms.hhs.gov/pecos/login.do.   
 

 

 

 

 
 
 
 

Individual providers – access PECOS 
using the same user Id and password 
used for NPPES.  

Organization providers – access 
PECOS using the user Id and 
password created in the PECOS I&A 
system. 

Step 2:  User selects My Enrollments.     

https://pecos.cms.hhs.gov/pecos/login.do
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Step 3:  User selects View Enrollments.    

 

Step 4:  From the My Enrollments page the User scrolls to the enrollment they would like to upload 
required/supporting documentation and selects More Options.  
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Step 5:  User chooses the option to continue working on application. 

 

Step 6: User navigates to the Required and/or Supporting Documentation Topic using the Topic View 
or Fast Track View.  

  

Click the topic 
hyperlink to access 
the topic 
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Click the “Go To 
Topic” button to 
access the topic 



Page 6 of 13 

Step 7: User selects “Yes” to upload documentation to their submission. 

 

 

 

Users are NOT required to 
digitally upload 
documentation. Users can 
select the No option to forgo 
uploading documents and 
proceed with application 
submission.  

 

Uploaded documents: 

• Must be in PDF or 
TIFF format. 

• Cannot be greater 
than 10MB. 
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Step 8:  User confirms the uploaded documents are displayed in the Current Uploaded Documents 
section. 

 

 

 

 

 

When the View option 
is selected PECOS 
displays the document 
in a new window. The 
user can use browser 
options to print or save 
the document. 

Users have the option to 
remove the uploaded 
document.  If a document 
was previously submitted it 
can be “removed”, however 
this will trigger an end date 
in the system. 
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Step 8 continued:  When the User clicks the remove button, PECOS navigates the User to a 
confirmation page.  

 

 

 

 

 

 

 

 

Clicking “Confirm 
Removal” removes the 
document from PECOS. 

Clicking “Cancel” navigates the 
user back to the 
Required/Supporting Document 
summary page and does not 
delete the document. 

 

 

 

Step 9:  User clicks “Return to Topics” button.   
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Step 10:  Once all topics have been completed and all errors corrected, if applicable, the User selects 
begin submission.  
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Step 11: The User reviews the Submission Page and clicks the “Complete Submission” button.  PECOS 
electronically submits the application and the User can no longer modify the uploaded documentation.  

 

The Submission Page 
displays all uploaded 
documents for the User to 
review prior to completing 
submission 
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Step 12:  User clicks “Ok” to the pop-up message reminding Users to mail any supporting documents 
that were not uploaded.  

  

Step 13: User is directed to the Submission Confirmation Page where the Web Tracking ID, used for 
tracking purposes, is displayed and the documents that were uploaded for that submitted application. 
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Supporting Document List 
List of supporting documents types that providers can select when uploading a document. Any 
document type not listed would be defined as “document not in list”. This list is provided as a reference 
only and all documents may not be required for the provider’s application submission.  Providers should 
reference on screen direction and any additional direction from their Medicare Contractors to 
determine which supporting documents apply to their specific application. 

PECOS Document Types Applicable forms Notes 

Medical 855A, 855B, 855I, 855S   
License/Certification/Registration 
Business 855A, 855B, 855I, 855S   
License/Certification/Registration 
FAA 135 Certification (Air 855B only  
Ambulance) 
IRS CP 575 855A, 855B, 855I, 855S   

IRS Determination Letter (Non- 855A, 855B, 855I, 855S   
Profit) 
IRS Confirmation (Disregarded 855A, 855B, 855S   
Entity) 
Delegated Official W-2 855S  

CML-460 Form 855B, 855I, 855S   

Voided Check/Account 855A, 855B, 855I, 855S   
Verification 
Lease/Rental Agreement 855A, 855B, 855S   

Bill of Sale/Sale Agreement 855A, 855B, 855S   

Stock Certificate/Transfer 855A, 855B, 855S   

Capitalization Funding 855A, 855B, 855S   

Financial/Bank Account 855A, 855B, 855I, 855S   
Statement 
Bank Waiver Letter 855A, 855B, 855I, 855S   

Adverse Legal Action/Conviction 855A, 855B, 855I, 855S   

Attestation Statement 855A, 855B, 855I, 855S   

HSRA Notice of Grant Award 855A only  

CLIA Certificate 855A, 855S, 855 B   

Accreditations 855A, 855B, 855I, 855S   

NPI Confirmation Letter 855S only  



Page 13 of 13 

Surety Bond 855S only  

Copy of Driver's License or 
Passport  

855A, 855B, 855I, 855S  Used to verify signature 

Phone or Power Bill  855A, 855B, 855I, 855S  Used to verify LBN or address 

Documentation to verify death  855A, 855B, 855I, 855S  i.e., written communication 
from AO/DO/Estate, State 
licensing board, State Bureau of 
Vital Statistics, death certificate, 
obituary 

Pay.gov receipt  855A, 855B, 855S  Proof of application fee or 
Hardship Waiver request 

Business licenses  855B Needed for the applicant to 
operate as a health care facility 
or practice 

Physical Therapist - Lease 
Agreement  

855I Agreement giving him/her 
exclusive use of the facilities for 
PT/OT services only 

SSN Validation  855A, 855B, 855I, 855S  Documentation to verify SSN for 
legalized status or SSN 
discrepancies 

Provider Agreement 855A  
Document not in List 855A, 855B, 855I, 855S   
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