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Contractor Requester Create DUA Training Topics

Training Topics in this Module

e EPPE Requester Approval Roles and Workflow
e Basic Information About EPPE

e EPPE Login

e DUA Re-assignment

* New/Re-use Requester DUA Creation

e DUA Queue Applicable to DUA Entry
— My DUA(s) Menu Options

Unfinished

Submitted

Pending Actions

Approved

Denied



EPPE REQUESTER ROLES AND WORKFLOW



Requester Contractor DUA Workflow Roles

EPPE Roles

e EPPE Roles Associated with Contractor DUAs
— Requester: Creates, Updates, and Submits the DUA

— CMS Contact (COR): Approves, Requests More Information,
or Denies the DUA

— DMT (DUA Management Team): Certifies the DUA or
Requests more information



Requester Contractor DUA Approval Workflow

EPPE Requester Contractor DUA High Level Workflow

DUA Management
Team

The DMT receives the
The CMS Contact (COR)

Approved request from
reviews, Spproxes: the CMS Contact (COR).

The Requester creates,
updates, and submits
the DUA.

requests more
information or denies The DMT certifies or

the DUA.

|

{ The Requester and CMS Contacts (CORs) J 1. The RequeSter enters the DUA.

are responsible for contacting system
operators, shippers, extractors to acquire
the data.

2. The CMS Contact (COR) approves the DUA.
3. The DMT certifies the DUA.




BASIC INFORMATION
AND

LOGGING INTO EPPE




Basic Information About EPPE

Icons Used Throughout the EPPE System

( * ) A red asterisks denotes that a field is required to be entered.

@ The question mark icon when selected will display field specific help.



EPPE Login

Login to EPPE as a DUA Requester

CMS.QOV | Enterprise Portal

Phone/Tablet/PC/Laptop v

Enter security code

Trouble Accessing Security Code?

+ Agree to our Terms & Conditions

Login

Forgot your User ID or your Password?

+ VIP Access

Credential ID [ 0 |

VSST43854268 | —

Security Code @20/

258747 ©
s,

1. Access the CMS Enterprise Portal
once your DUA Requester role has
been approved

Enter your User ID

Enter Your Password

Choose the MFA Device

Enter the Security Code from the
VIP Access Software

Select the Agree to our Terms &
Conditions button

7. Select Login

e W

o

Note: The MFA Device selection field
and the Security Code field display
after entering the User ID and MFA
Device respectively.




EPPE Login

CMS Portal: Access the EPPE Application

CMS.gOV |M‘/ Enterprise Portal @ UserName o @ Help @ LogOut

My Portal
B G

EPPE Request/Add Apps

1. The CMS Portal Welcome Screen displays.
2. Select the EPPE tile




EPPE Login

CMS Portal: Access the EPPE Application

© UserName +w @ Help & Log Out

CMS.gov | My Enterprise Portal

My Portal

‘ Application

Request/Add Apps

Select Application to access the EPPE system
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EPPE Login

EPPE Welcome Screen and Menu

Enterprizse Privacy Policy Engine
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Weloome to EPPE L i

The EPPE Welcome Screen displays with the EPPE Menu for the DUA Requester.
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DUA RE-ASSIGNMENT
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DUA Re-Assignment — Requester’s Initial Log-in

EPPE Welcome Screen — DUA Re-Assignment Table

Welcome to EPPE

ETTE & Al angiecalan® 0T S S B0 IS Siii=s OF sCauesined SIis PO I OOniess S0 W oletant & RS GAR SORGEES pCRS) Wa an it D LR SO o LA

CUA Sureker - Onmrlmles & Cualarer Toze - Pequle Salaa

- deiion

CONT-2012-02051 MW TRAINING COdRANY Canirackr User Mame Aponoecd

Shawing 1101 o 1 cnics

ACKMOWLEDGEMENT STATEMENT

accepl the aboes DELAS)

| Aras

Anrapt

1. Requester logs into the
EPPE system for the first
time.

2. Alist of DUAs created for
that Requester under the
data entry role is
displayed.

3. Requester selects
agree” and selects
“Accept.”

4. DUAs now move into the
Requester respective
queues.

IlI

Note: You will not be able to
create, update, extend, or
close any DUAs until taking
ownership of re-assigned DUAs
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DUA Re-Assignment — Change Contact

DUA Re-Assignment — Request From Same Organization

B My Apps

O UserName w @ Help

@ Log Qut

Enterprise Privacy Policy Engine

New / Re-Use
Update / Amend
Close

Extend

Un-Finished
Submitted
Pending Action(s)
Approved
Expired

Closed

Denied

Change Contact

Ad Hoc Request

DUA Search

My Access

Manage Access

My Preference(s)

Email Preference

Welcome to EPPE

EPPE is an application that streamlines the process of requesting data from the Centers for Medicare & Medicaid Services (CMS) via an online Data Use Agreement (DUA)

Goals
» Reduce the amount of time to process a DUA.
= Transition from a paper-based to an automated process.
= Provide a 100% traceable record of CMS data disclosures

Training Materials: Visit the EPPE web page on cms.gov. to download Training Slide Decks for the following:
« Contractor Approval Workflow:
The

p of your DUA(s) i was ful. You will receive a follow-up email notification of the DUA(s) that have been re-assigned with instructions en how to follow-up if there are missing DUAs.

Version 27.0

Logged in as: DUA REQUESTER

The Requester can request or assign DUAs within their organization
through the “Change Contact” process.
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DUA Re-Assignment — Change Contact

DUA Re-Assignment — Request From Same Organization

L d i : DUA REQUESTER
EPPE Home ogged in as Ql

Switch
To: Selectan Option

New / Re-Use

CHOOSE CHANGE CONTACT TYPE

Update / Amend ) . .
Required fields are marked with an asterisk ( *).

Close

Extend Choose the option to Request / Assign DUA (s) *

® Request a DUA from same organization (?

Assign a DUA to Requester from same organization (2
Un-Finished
Submitted et
Pending Action(s)
Approved
Expired
Closed
Denied
Change Contact

Ad Hoc Request

1. Requester selects “Change Contact” from the left navigation menu.
2. Select “Request a DUA from same Organization.”
3. Select “Next.”
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DUA Re-Assignment — Change Contact

DUA Re-Assignment — Request From Same Organization

Logged in as: DUA REQUESTER

Switch
To: Select an Option v

REQUEST A DUA FROM SAME ORGANIZATION

Your Organization : JOHNS HOPKINS UNIVERSITY (JHU)
DUA Number *: 53414 @

Your organization is pre-populated. A drop-down will appear if you are a

requester for multiple organizations for you to select your organization.
2. Enter a DUA number.

3. Select “Next.”
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DUA Re-Assignment — Change Contact

DUA Re-Assignment — Request From Same Organization

UPLOAD DOCUMENTS

You may upload one or more documents.

Add Files : ( Choose Files !_No file chosen

Add Descriptlon o 2000 Char’acfers
remaining
(2000
maximum)
S
CERTIFICATE_OF_DISPOSITION.docx Download Delete

Upload

1. Select “Choose Files.”
2. Select a file to upload and select “Upload.”
3. Select “Next.”
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DUA Re-Assighment — Change Contact

DUA Re-Assignment — Request From the Same Organization

Logged in as: DUA REQUESTER

Switch
To: Select an Option v

DUA Re-Assignment request for DUA 53414 has been successfully submitted.
CHOOSE CHANGE CONTACT TYPE

Required fields are marked with an asterisk ( *).

Choose the option to Request / Assign DUA (s) *

Request a DUA from same organization (2

Assign a DUA to Requester from same organization (2

1. Status message is displayed, “DUA Re-Assignment ##### has been successfully
submitted.
2. DUA Re-Assignment request is routed to the CMS Contact (COR) for approval.
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DUA Re-Assignment — Change Contact

DUA Re-Assignment — Assignh Within the Same Organization

mew @Help @ Log

Enterprise Privacy Policy Engine
_ Logged in as: DUA REQUESTER
—_ Welcome to EPPE

bl EPPE is an application that streamiines the process of requesting data from the Centers for Medicare & Medicaid Sendices (CMS) via an onfine Data Use Agreement (DLA)
New | Re-Use Goals
= Reduce the amount of tima to process a DUA
Update [ Amend « Transition from 3 paper-based to an automated process.
Close = Provide a 100% raceable record of CMS data disclosures.
A Training Materials: Visit the EPPE weh page on cms gov, to download Training Skde Decks for the following
= e

» Contractor Approval Workflow:

The acceptance of your DUA(s) re-assignment was successful. You will receive a follow-up email natification of the DUA(S) that have been re-assigned with instructions on how to follow-up i there are missing DUAs

Un-Finished
Submitted
Pending Action(s)
Approved

Expired

Closed

Denied

Ad Hoc Request

DUA Search

Manage Access

Email Preference

The Requester can request or assign DUAs within their organization through the
“Change Contact” process.
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DUA Re-Assighment — Change Contact

DUA Re-Assignment —Assign Within the Same Organization

Logged in as: DUA REQUESTER
Switch To:| Select an Option
CHOOSE CHAMNGE CONTACT TYPE

Required fields are marked with an asterisk ( *).

Choose the option to Request / Assign DUA (s) *

Request a DUA from same organization (?

® Assign a DUA to Requester from same organization 3

G

1. Requester selects radio button, “Assign a DUA to Requester from same
organization.”
2. Requester select “Next.”
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DUA Re-Assignment — Change Contact

DUA Re-Assignment — Assign Within the Same Organization

Logged in as: DUA REQUESTER

Switch To:| Select an Option

ASSIGN A DUA TO REQUESTER FROM SAME ORGANIZATION

Your Organization - Automation Testing University

DUA Number *: 52365 ?

Requester *: Bob Marley X v

1. Requester’s organization is pre-populated. A drop-
down will appear if you are a requester for multiple
organizations for you to select your organization.
Requester selects “Next.”

Enter the DUA number.

Select Requester from the drop-down.

Select “Next.”

AW
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DUA Re-Assignment — Change Contact

DUA Re-Assignment — Assignh Within the Same Organization

Re-Assign DUA(s)

Current Requester :

Current Requester's Email :

Current Requester's Phane Number -
Current Organization Name :

Reassigned Requester :

Reassigned Requester's Email :
Reassigned Requester's Phone Number :

Reassigned Organization Name :

Mitesh Pandya

mitesh pandya@eppe.com
(410) 782-0476

Automation Testing University
Bob Marley

test@test.com

(123) 456-7890

Automation Testing University

oS

1. Re-assigned summary page is displayed showing the current requester and
the re-assigned Requester’s name.
2. Requester selects “Submit.”

22




DUA Re-Assignment — Change Contact

DUA Re-Assignment — Assign Within the Same Organization

DUA Re-Assignment request for DUA 52365 has been successfully submitted.

CHOOSE CHANGE CONTACT TYPE

Regquired fields are marked with an asterisk { *).

Choose the option to Request / Assign DUA (s) *
Request a DUA from same organization (?

Assign a DUA to Requester from same organization (?

1. Requester is returned to the “Change Contact” screen where the status
of their current action is displayed at the top of the screen.
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DUA Re-Assignment — Ad Hoc Request

DUA Re-Assignment — Ad Hoc Request

|
Enterprise Privacy Policy Engine
9

Logged in as: DUA REQUESTER
EPPE Home

Switch To:| Select an Option X

New / Re-Use Welcome to EPPE

Update / Amend EPPE is an application that streamlines the process of requesting data from the Centers for Medicare & Medicaid Services (CMS) via an online Data Use Agreement (DUA)

Close Goals:

Extend = Reduce the amount of time to process a DUA.
= Transition from a paper-based to an automated process.
¢ Provide a 100% traceable record of CMS data disclosures.

iR Training Materials: Visit the EPPE web page on cms.gov. to download Training Slide Decks for the following
n-Finishe:

Submitted = Conftractor Approval Workflow.

Version 24.0
Pending Action(s)
Approved
Expired
Closed
Denied

Change Contact

Ad Hoc Request

1. Requester logs into EPPE.
2. Selects Ad Hoc Request from the left navigation menu.
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DUA Re-Assignment — Ad Hoc Request

DUA Re-Assignment — Ad Hoc Request

REQUEST A DUA FROM DIFFERENT ORGANIZATION

Your Organization : JOHNS HOPKINS UNIVERSITY (JHU) 1. Req uester’s
organization displays.
2. Enters the DUA

DUA Number : * 52096 2

Upload one or more supporting documents : *

number.
Add Files : Choose Files | No file chosen 3. U p loads su pPpo rtin g
Add Description : 2000 characers dOCU mentation d nd
remaining
e selects “Submit.”
maximum)

4

Note: If request belongs

to multiple organizations,

Acquisition_of_Company_Document docx This document is provided to support this request Download Delete

they would select
organization from a drop-

down.
[ swn ]
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DUA Re-Assignment — Ad Hoc Request

DUA Re-Assignment — Ad Hoc Request

DUA Re-Assignment request for DUA 52096 has been successfully submitted.
REQUEST A DUA FROM DIFFERENT ORGANIZATION

Your Organization : JOHNS HOPKINS UNIVERSITY (JHU)

DUA Number : * Digits only ?

Upload one or more supporting documents : *

Add Files : . Choose Files . No file chosen

Add Description : ' | 2000 characters
remaining
(2000
maximum)

Upload

1. Requester is returned to the Ad Hoc request home page.
2. Ad Hoc request is submitted to the EPPE Admin for approval.
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CREATING A DUA
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DUA Requester — New Contractor DUA Request

i w0 ppln b Dl W ma i e oo ol regueling e iz e Ok Fa Wi b bhadn il Sercoa [V o 6m ol D U Sgrsaant (DU

aa
5 B o b e e beadn
rrr
v Lzmamde: szprove o
m ol arr e DU ] - g W v mvs. Yoa pill reavhe  olbae-e vl (e ey o B PR Ll i Lavest | noe-anv e it koo ot (e b ulbmvesz  Lrara o 1inag Cllea,
1 e
Fubmiried
I'anzing A
Apprrand
Fepireal
Chrl
[T
5

Select New / Re-Use to begin a new DUA.
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DUA Requester — New Contractor DUA Request

DUA Type Selection

New / Re-Use DUA Request
DUA TYPE

Required fields are marked with an asterisk (*).

What type of New or Re-Use DUA do you wish to request? *

Contractor (?

1. The DUA Type Screen for the New/Re-Use DUA Request Screen displays.
2. Select the Contractor radio button
3. Select Next
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DUA Requester — New Contractor DUA Request

Sub-Contracting Organization Decision

New / Re-Use DUA Request
ORGANIZATION(S)

Required fields are marked with an asterisk (*).

Do you wish to add/remove a sub-contracting organization(s) for this DUA request?

YES© NO (2

1. The Organization(s) screen displays with the Requester’s Organization Name. If
the requester belongs to multiple organizations, a dropdown box will display for
selection of the organization.

2. Select the Yes or No radio button to answer the question, “Do you wish to
add/remove a sub-contracting organization(s) for this DUA request?”
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DUA Requester — New Contractor DUA Request

Add Sub-Contracting Organization

New / Re-Use DUA Request
ORGANIZATIONC(S)

Required fields are marked with an asterisk (7).
Your Organization : NORTH CAROLINA STATE UNIVERSITY

Do you wish to addiremove a sub-contracting organization(s) for this DUA request?
8 YES @ NO L

Use the Sub-Contracting Organization (autocomplete search field) to select an organization and then click Add button to add the sub-contracting organization to
the DUA Request. Repeat the pracess 1o add additional sub-contracting organizations to the DUA Request. If the organization is not located in the search list,

select Cannot Locate Oy ization link. The i sub-contracting izations on the DUA request are shown in the table.
Selact Sub-Contracting university af narth carolin Cannot locate the Organization? (2
Crganization *; UNIVERSITY OF NORTH CAROLINA

UNIVERSITY OF NORTH CAROLINA - CHAPEL HILL

UNIVERSITY OF NORTH CAROLINA - GREENSBORO

UNIVERSITY OF NORTH CAROLINA (UNC)

UNIVERSITY OF NORTH CAROLINA - CHARLOTTE
Selected Sub-Contracting Orgar | y1vERSITY OF NORTH CAROLINA

Sub-Contracting Organization Name Action

(o 1 e ]

=

Answer Yes to select a Sub-contracting Organization

Enter the Sub-Contracting Organization name

Select the sub-contracting organization from the drop-down list.
. Select Add

Note: You must select the organization from the list.

W
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DUA Requester — New Contractor DUA Request

Sub-Contracting Organization Displays in Table

New / Re-Use DUA Request
ORGANIZATION(S)

Required flelds are marked with an asterisk (*}

Your Organization : NORTH CAROLINA STATE UNIVERSITY

Do you wish to addiremove a sub-contracting organization(s) for this DUA request?

® YES© NO (3

Use the Sub-Contracting Organization (autocomplete search field) to select an organization and then click Add button 1o add the sub-contracting organization to
addi ; rgani. 1 in the search lis

the DUA Request, Repeat the process to add additional sub-contracting organizations to the DUA Request, If the arganization 15 not located In the search list,
select Cannot Locate Organization link, in the 13

anization?

Select Sub-Contracting
Organization *:

. Sub-Contracting Organization Name Action

1 UNIVERSITY OF NORTH CAROLINA Remove

[ o T on ] e G

1. After selecting the Add button, the Sub-Contracting Organization is added to the

selection table.
2. Select Next
Note: You can select the Remove link to remove the sub-contracting organization from

the table.
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DUA Requester — New Contractor DUA Request

Add New Sub-Contracting Organization

New / Re-Use DUA Request
ORGANIZATION(S)

Required fields are marked with an asterisk ().
Your Organization : NORTH CAROLINA STATE UNIVERSITY

Do you wish to add/remove a sub-contracting organization(s) for this DUA request?
® YESO NO (2

Use the Sub-Contracting Organization (autocomplete search field) to select an organization and then click Add button to add the sub-contracting organization to
the DUA Request. Repeat the process to add additional sub-contracting organizations to the DUA Request. If the organization is not located in the search list,
select Cannot Locate Organization link. The selected sub-contracting organizations on the DUA request are shown in the table.

Select Sub-Contracting Search by entering at least 3 characters.  Cannot locate the Organization? (2

Organization *:

Selected Sub-Contracting Organizations

. Sub-Contracting Organization Name m

Select the Cannot locate the Organization? link to create a sub-
contracting organization that is not listed.
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DUA Requester — New Contractor DUA Request

Add New Sub-Contracting Organization

New / Re-Use DUA Request
ORGANIZATION(S)

Required fields are marked with an astersk ().
Your Organization : NORTH CAROLINA STATE UNIVERSITY
Do you wish to add/remove a sub-contracting organization(s) for this DUA request?

® YES@ NO (@
£S Bl Organization *®

Use the Sub-Contracting Organization (a jad the sub-contracting organization to
the DUA Request. Repeat the process to tion is not located in the search fist,
select Cannot Locate Organization link e lable,

You can submit a request for a new organization, however
Select Sub-Contracting Search | it will be available for you to select only upon approval. Do
Organization *: you wish to request for a new organization?

Yes No

Selected Sub-Contracting Organizations

f Sub-Contracting Organization Name
Cee 1 an v ] e

1. The Organization pop-up message displays a question asking if you want to request a
new organization.
2. Select the Yes button to add a new sub-contracting organization
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DUA Requester — New Contractor DUA Request

Add New Sub-Contracting Organization Information

Add New Organization x

1. The Add New Organization pop-up

Required fields are marked with an asterisk (*).Please enter your d iSpIayS.
Organization information.

2. Enter the Organization information

?

Organization Name *: ° Organization Na me
Address Type *: * Address Type:
® Domestic Address U International Address (2 ° Domestic (default)
Address Line 1 *: ? * International
Address Line 2 : ? b Add ress
Address Line 3 : ? b City
City * ? . State
State * : Select an Option 2 i Cou ntry
Country - 5 e United States of

) . America (default)
Zip Code ™ i

e Zip Code
e Zip Code Extension (optional)

m m 3. Select the Submit button

Zip Code Extension :
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DUA Requester — New Contractor DUA Request

New Sub-Contracting Organization Confirmation

Confirmation

Your request has been successfully submitted and is pending approval.
You will receive a follow-up email notification.

Quit Without Saving

1. The Confirmation message displays: “Your request has been successfully submitted
and is pending approval. You will receive a follow-up email notification.”
2. Select the Quit Without Saving button

Note: A new Organization requires EPPE Administration Approval. The DUA will not be
saved. The DUA entry will have to be restarted once the organization is approved.
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DUA Requester — New Contractor DUA Request

No Sub-Contracting Organization Needed

New / Re-Use DUA Request
ORGANIZATION(S)

Required fields are marked with an asterisk (*).
Your Organization : NORTH CAROLINA STATE UNIVERSITY

Do you wish to add/remove a sub-contracting organization(s) for this DUA request?

YES® NO (2

1. Select the No radio button If no sub-contracting organization is needed
2. Select Next
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DUA Requester — New Contractor DUA Request

Main Information Screen

New / Re-Use DUA Request

Main Information

DUA Number : CONT-2018-54108
MAIN INFORMATION

Required flelds are marked with an asterisk
Project Name * :

Contract Number * :

Task Order Number :

CCCCCCCCCCCCCC

M NTACT [COR)

Select CMS Contact (COR):

=0 EED

[ oo ] s

B w

The DUA Number is
displayed.

The Main Information
screen displays.

Enter the Project Name
Enter the Contract Number
Enter the Task Order
Number (Optional)

Enter the Contract Period
Dates

Enter the CMS Contact
(COR)
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DUA Requester — New Contractor DUA Request

Main Information Screen: Entering the Contract Period

New / Re-Use DUA Request

MAIN INFORMATION

Task Ordor Numbaer @

: .. :

CONTRACT PERIOD *

Contract Start Date : Contract End Date :
01/01/2016 | 12/31/2017

© Dec v 2017 | ©

Su Mo Tu We Th Fr Sa
CMS CONTACT (COR) *
1 2
Select CMS Contact (COR) :

3 4 5 6 7| 8| 9
Cannot locate your CIMS Con SO ) S | 14| .
17| 18| 19| 20( 21| 22| 23
24 25 26 27 28 29 30
31

Done

1. Enter the Contract Start Date (mm/dd/yyyy) or use the pop-up calendar
2. Enter the Contract End Date (mm/dd/yyyy) or use the pop-up calendar
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DUA Requester — New Contractor DUA Request

Main Information Screen: Entering the CMS Contact (COR) Information

New / Re-Use DUA Request

DUA Numbet : CONT-2018-54108
MAIN INFORMATION

: Alert x
\arked w
Profect Name *: ) A CMS Contact (COR) must be registered in EIDM and -
EPPE in order for their name to appear in the drop-down
cccccccc umber * : i} list.

If wou are unable to find your CMS Contact (COR)'s
name, please alert your CMS Contact (COR) and ask
them to inform you when their registration for EIDM and
nnnnnnnnnnnnn g EPPE is complete. Then, you will be able to resume your
DUA request.

mmmmmmmm B ? “
Select CMS COR)
1

ElnaEE TEEmEE

1. Select the CMS COR from the drop-down

Select Next

3. Ifthe CORis not in the drop-down an Alert message displays when the Cannot locate your CMS
Contact (COR) link is selected. Save the DUA, and resume entry once the CMS Contact (COR)
displays in the list.

N
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DUA Requester — New Contractor DUA Request

Main Information Screen

New / Re-Use DUA Request

MAIN INFORMATION

Required fleids ane marked with an asterisk (*)

Project Name *: Requester Training Project

Contract Number * : CONT1234

Task Order Number : TO-123456
CCCCCCCCCC 00 *

Select the Next button

Contract Start Date : Contract End Date :

CMS CONTACT [COR) *
Select CMS Contact (COR): | amyi Henson
First Name : Last Name :
Email Address : ne NI
takepicnicg@gmal com 2
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DUA Requester — New Contractor DUA Request

Custodian(s)/DESY USER Screen: Add a Custodian/DESY

User

Mew / Re-Use DUA Request

Main Infamnaton

CLIA Murmber ; SONT-S15-52050

CUSTODIANCS) /DESY USER

Lhowr Hamma E La Lasr d - Crgaizsbon

-----

Showing D10 of D evmies

A Cuslodian| s DESY Ly

v ]

The Custodian(s)/DESY User
screen displays - Users who have
administrative control over
provided data and/or need access
to data files within the DESY data
dissemination system.
Select the Add Custodian(s)/DESY
User button
* Adding a Custodian is
required
* DESY Users need to have an
EUAID

Note: Custodian(s)/DESY User(s)
added will display in the Custodians
List.
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DUA Requester — New Contractor DUA Request

Custodian/DESY USER Screen: Add a DESY User

Add custodian/DESY User

Reguired fields are marked with an asterisk (%)

Select Organlzation *:

1. Add Custodian/DESY User pop-up

Select Users *: = | Add New User d . I
Select User Location *: + | Add New Location |Sp ays . .
= 2. Enter the Organization Name.
Is the selected user a =lYes No
e 3. Select a User from the dropdown.
sA e 4. Select the User Location.
Cancel | Submit 5. Isthe selected user a DESY User?

a. If Yes, enter the EUA User ID.
b. If No, No EUA ID is asked for.
Add Custodian/DESY User x 6. Select the Submit button.

Required fields are marked with an asterisk (*).

Select Organization ™ : . Notes:
Select Users *: | Add New User e Adding a DESY User adds the user as a
Select User Location ] Add New Location Custodian on the DUA.
Is the selected user a Yes ®Na
DESY User? :
Cancel Submit
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DUA Requester — New Contractor DUA Request

DESY USER Screen: Custodian(s)/DESY User Table

New / Re-Use DUA Request

Main informaticn

DA Muneer - SONT-2078.52530

CUSTODTIAMCS) /DESY USER

Uzer Kare = ELl& Uszrid organizatiar

2 Action

Faarch; |

REQ Uzerdng HE TRAIKIRG SORPANY

Tesing Lsenlng LHEY

Shawng 1102 of 2 enlies

Add Custodian(syDESY User

ME&Y TRAIRIRG SORMPANY 2

Ce= =

1. Custodian(s)/DESY user table
displays.

2. Enter Custodian(s)/DESY
Users as needed.

3. Select the Next button when
all Custodian(s)/DESY Users
have been added.

Notes: Select the Remove link to

remove Custodian(s)/DESY user(s)

from the table.
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Re-Use Data Files Decision

New / Re-Use DUA Request

Main Information Data Selection

DUA Number : CONT-2018-54108
RE-USE DATA FILE(S) SELECTION
Required fields are marked with an asterisk (*).
Do you wish to re-use any data file(s) from the existing (active) DUA(s)? *

i

YES©@ NO

1. The Re-use Data File(s) Selection Screen Displays
2. Select the Yes or No radio button to answer the question Do you wish
to re-use any data file(s) from the existing (active) DUA(s)?
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Add Re-Used Data Files

New / Re-Use DUA Request

1. Select the Yes radio button to re-use
DUA Number : CONT-2018-54108 d a ta
:

RE-USE DATA FILE(S) SELECTION
Required fields are marked with an asterisk (*). 2- Data flles avallable for re_use dlsplay
Do you wish to re-use any data file(s) from the existing (active) DUA(s)? * .

in a table.
ibmeiotss bl besby s el ST o oot Select the file(s) to re-use.
Available Data File Descriptions for Re-Use .
— 4. Select the Add selection to DUA

W pe— —— — oo request button.

CONT-

® YESO NO

w

me SRS oo B mea o

;?"\;T- NORTH CAROLINA STATE BENE - ANNUAL BENEFICIARY 22% 2010 - 2012 N .

5255;3 UNIVERSITY SUMMARY FILE ° - © ote S .

B I SRS wo.ou o * Files from the Primary Organization
o URTRAMSTNE e T oo o2 © and/or Sub-contracting Organization
e TTIGRONASTE oot o eseeTon ao-am o can be selected.

S 1516 e o st e * Before moving to another page to
select files, make sure you select the
button to place the files on the table
when you have completed selecting

files from the current page.

Data File Description Extraction % / Cohort
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Add Re-Used Data Files

New / Re-Use DUA Request

i T 1. Select the Yes radio button to re-use
data
Pt i e 2. Datafiles available for re-use display
- table
3. Select the file(s) to re-use
4. Select the Add selection to DUA

" Y s e e request button

?;cz::;- :-_:H\:?:"i:Y OF NCRTH (Dﬁ]::.EI_JRI.Y?YHER DATA ;\:‘iar',.‘::.-\ll:-‘::r 2004 - 2006 &

.Cf.ﬁ\:_- ROATH CARCOLINA STATE BENE - ANNUAL BENEFICIARY . . .

s LmvERSTY SUMIARY FILE Lo wn-2012 & N ote S:

s . . # E - COW BENE 55 H H H H

BT e SemametO™ .00 @ * Files from the Primary Organization
SOk s 1 £33 - 20% H H H

dy: [mosumed e -0 and/or Sub-contracting Organization
Do EmEmessmmm .20 can be selected.

e S e * Before moving to another page to
select files, make sure you select the
“rmen = Add selection to Non-DUA Request
— e S e et button to place the files on the table

e when you have completed selecting
files from the current page.
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Add Re-used File Extraction Criteria

Data file information

1. pata file extraction

Data File Description : PARTDS - 5 % PART D MEDICARE SAMPLE PDE DATA

Available Year Range *:
From *:
To *:

Quarter(s) :

State(s) (if applicable) :

t Some Opbions

Selected Multiple From and To Year

[+] FROM YEAR TO YEAR QUARTER Extraction % / Cohort STATES

STATUS

ACTION

1. The Data file information pop-up
displays with the Data file extraction
tab in focus.

Select the Available Year Range
Select the From year

Select the To year

Select Quarters (optional)

Select States (optional)

Select Add

NouhswnN

Notes:

e Some file years in the year range may
not be available (e.g. 2019 file year).

* Available Quarters and/or States for
selection will be those selected on the
original DUA.

* |f quarters/states were not selected on
the original DUA, these fields will be
disabled.

48




DUA Requester — New Contractor DUA Request

Re-used Data File Extraction Criteria Displays in Table

1. Selected data file extraction attributes display in a table below
2. Select Next
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Add Custodians for Re-Used Data Files

Data file information

2. custodians

Data File Description : PARTDS - 5 % PART D MEDICARE SAMPLE PDE DATA

Required fields are marked with an asterisk (*).

Custodian Organization
Name *:

Custodian Location *: Add New Location
Select Custodians * Choose Cusiodians

Selected Custodian Locations and Custodians

n Organization Custodian Location Custodians | Email Phone Action

HORTH CAROLINA - 31 Rock Quarry Road, Raleigh

STATE UNIVERSITY  North Caraina, 27610, USA u{akepicnic@ansslcom

1. Ogre Shrek Bemove

1. (800) 301-5556  Remove

1. Custodians tab displays

2. Select the Custodian
Organization Name

3. Select the Custodian
Location

4. Select the Custodian(s)

5. Select Add

Notes:

e |f a DESY User was added (as
in this example), they will
display in the Custodians
Table.
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Shipping Information for Re-Used Data Files

Data Bila fdarmation

Cata Flle Description @ PARTDS - 5 % PART D MEDITARE SAMPLE FDE DATA 1' Shipping Information ta b
Regairsn Feldis pre marked wilh an astessd |77 d iS p | ays .
Aooess Bleghod ¥ DIRCCT ACCLSS - SIIFPING © DOTH GIRCET ACCLSS AND S1FFING O 2 Sh | ppl ng Info rm at|on from the

Avoers To Wi Duts  SECHRDE STESY/I OEFT Semer original DUA displays in a table.
, 3. Select Finish.

Note: Re-used data files will not be
re-shipped.
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Re-Used Data File Attributes Completed for First File

New / Re-Use DUA Request

m -

RE-USE DATA FILE(S) SELECTION

Searche |
Frem-To
Dot Fim Daseripmor Erzeiea rarce —
Migraed from
TiAre 2004 - 2000
s 2010
S 2 ©
< 2010
Srewnng 1 6.5 o 55 noikis (Tiernd fam 5 fotl ontries)
Ak sebection to DUA request
T I it ania Remove liniks
sracnzn e w
Data Fis Deacripos oy - — s Acten
ARTES - 5% PART D MEDICARE SAMPLE PDE DAY 017 COMPLETE o
DEE - 6% PR N DRUG EVE ¢ 2
RRIABLES]
Showing 1102 of 2 antnies

1. Status of the first re-used file is
Complete

2. Select the Apply All link, if
multiple files were selected for
re-use

Note: Each file’s attributes can be
edited to Complete status, or you can
select the Apply All link associated
with the first file to copy all the
custodian/data storage information
from that file to the remaining files.
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Re-Used Data Files: Apply All Custodians

1. Apply Data Selection Attributes
pop-up displays

2. Check the Select All checkbox or
select the checkbox associated

Apply Data Selection Attributes % with the applicable files

3. Select the Apply to DUA Request
Select the data file(s) to which you wish to apply the selected data attributes.

button
For Re-Use Apply All functionality, only Custodian/DataStoragelLocation information
ill be applied to selected data file(s).

orer YWhen using the Apply A1

PDEZ25 - 5% PRESCRIPTION DRUG EVENT DATA (16+ VARIABLES) INCOMPLETE feature on Re-used data flles’ Only
the Custodian and Data Storage
T R information will be applied to the
selected files. The Extraction
attributes (Year Range, From/To
Years, and States/Quarters as
applicable) must be entered to
change the file status to Complete.
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Re-Used Data Files: Continue to Update File(s) to “Complete” Status

1. File status for the remaining
file(s) displays Incomplete (only
the Custodian information was
updated with the Apply All
feature)

2. Select the Edit link for each file to
update the data file extraction

information
PDE2S. 5% PRESCRIPTION DAL EVENT DATA o+ wEOMPLETE @ onove i Notes:
— o e The display of the files in this list
oo have been expanded to show the
file details.

e The Custodian information for the
second file is the same as that of
the first file after the Apply All
feature was used.
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Re-Used Data Files: Continue to Update File(s) to “Complete” Status

Data file information

1. pata file extraction

Data File Description : PDE25 - 5% PRESCRIPTION DRUG EVENT DATA (16+ VARIABLES)

Data File Extraction pop-up displays
Select Available Year Range

Select the From Year

Select the To Year

Select the Quarters (optional)
Select the States (optional)

Select Add

Available Year Range *:

From *:

NounkwnpRE

Quarter(s)
Notes:
T e The Available Quarters and/or States for
e selection will be those selected on the
n FROMYEAR | TOVEAR | QUARTER | Exractin’ Conort | STATES | STATUS | AcToN | original DUA.

' e If quarters/states were not selected on

the original DUA, these fields will be

= disabled.

State(s) (if applicable) :
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Re-Used Data Files: Continue to Update File(s) to “Complete” Status

Data file information

Data File Description : PDE25 - 5% PRESCRIPTION DRUG EVENT DATA (16+ VARIABLES)

1. Selected data file extraction attributes display in the table below
2. Select Next
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Re-Used Data Files: Continue to Update File(s) to “Complete” Status

Data file information

2. Custodians

1. Custodians table is
populated with view-

Selected Custodian Locations and Custodians

n Organization Custodian Location Custodians Email Phone Onl Custodian
NEW TRAINING 123 Main Streel, Banmors, 1. REQ UsaiTwo ) y

1 Coi v Maryiand, 21244, USA 1. lest@oppe.com 1. (410) 8851212

information from the
first re-used file based
on the Apply All
function.

2. Select Next.
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Re-Used Data Files: Continue to Update File(s)to Complete Status

Data file information

aaaaaaaaaaaaaaa
System *:

NNNNNNNNNNNNNNNNNN

1. Shipping Information tab
displays

Note: the re-used files will not be re-
shipped; the shipping information
from the original DUA displays in the
table

2. Select Finish
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Re-Used Data Files: Continue to Update File(s)to Complete Status

New / Re-Use DUA Request

HL—:‘\L II.}i\l.u‘ I:H_L(S} SELECTION
1. Re-use Data File screen re-displays
- 2. Status for all files is Complete
o 3. Select Next
. Notes:

Additional files for re-use can be added.

Data file attributes will need to be updated as

described in previous slides.
The Apply All function can be used on any
additional files added.
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Not Re-Using Data Files

New / Re-Use DUA Request

Main Information Data Selection

DUA Number : CONT-2018-54108
RE-USE DATA FILE(S) SELECTION

Required fields are marked with an asterisk (*).

Do you wish to re-use any data file(s) from the existing (active) DUA(s)? *
?

YES ® NO

) (R &&= EED

1. Select the No radio button if re-used data files will not be added
to the DUA request
2. Select the Next button
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Add New Data Files

New / Re-Use DUA Request

DUA Number : CONT-2018-54108

NEW DATA FILE(S) SELECTION

Data File Description

R teremwi s st ) 1. New Data File(s) Selection

sy Lovls ke screen displays

Select Data File Descriptions | Start yping (o search 2 Select the Privacy Level
e e : 3. Type at least 3 characters in

CRF - 100%CROSS REFERENCE FILE

PDE22 . 20% PRESCRIPTION DRUG EVENT DATA

MTSE - 25% Medicare Test Beneficiary Sample

PDE24 - 40% PRESCRIPTION DRUG EVENT DATA (16+ VARIABLES) -

Add selection to DUA request 4

Selected New Data File Descriptions

Extraction % | Cohort From Year To Year Privacy Level Status Action

Mo data available In table

Showing O to 0 of 0 entries

the Select Data File
Descriptions text box to
narrow the results

Select the data file(s)

Select Add selection to DUA
request

Crevon | v
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Add New Data Files and Attributes

New / Re-Use DUA Request

MAIN INFORMATION

DUA Number : CONT-2017-51585

NEW DATA FILE(S) SELECTION

Required felds are marked

th an asterisk ().

Privacy Level IDENTIFIABLE v Q

Select Data File Descriptions Start typing to search

SAF5CR - 5% CARRIER SAF N . . .
SAF-5 - 5% MEDICARE INFORMATION ON PART A AND PART B SERVICES. (ALL FILES) 1 . D a ta I e S I S p a y W I t a n

SAF50P - 5% OUTPATIENT SAF

Incomplete Status.

e 2. Select Edit to complete data file
attributes.
B — 3. Select Remove to remove the

Extraction % / From To Privacy

Data File Description & o N L Status Action .
CCWBEN - CHRONIC CARE WAREHOUSE 100% IDENTIFIABLE ~ INCOMPLETE Edt |Remove g a ta I e S ro l I I t e ta e .
BENEFICIARY SUMMARY FILE

CCWCAR - CHRONIG CARE WAREHOUSE 100% IDENTIFIABLE  INCOMPLETE Edt |Remove g

CARRIER SAF

CCWDME - CHRONIC CARE WAREHOUSE 100% IDENTIFIABLE ~ INCOMPLETE Edit | Remove )

DURABLE MEDICAL EQUIPMENT

CCWHHA - CHRONIC CARE WAREHOUSE 100% HOME IDENTIFIABLE ~ INCOMPLETE Edit | Remove )

HEALTH AGENCY SAF

CCWIP - CHRONIC CARE WAREHOUSE 100° IDENTIFIABLE ~ INCOMPLETE Edit | Remove )

INPATIENT SAF

Showing 1105 of 5 entries Pre e

62



DUA Requester — New Contractor DUA Request

New Data Files: Enter Data File Extraction Information

Data file information

: 1. Data File Extraction pop-up
' | screen displays
: Select the Data File Extraction %
/ Cohort
Select the From year
Select the To Year
Choose any Quarters (optional)
Select any States (optional)
Select Add

N

Data File Description : CARR - CARRIER STANDARD ANALYTICAL FILE 100%

Data File Extraction % /
Cohort *:

From *:
To *:

Quarter(s) :

NoukWw

State(s) (if applicable) :

[ ada Notes:
* Some file years in the year range
may not be available (e.g. 2019

= file year).

Selected Multiple From and To Year
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New Data Files: Add Extraction Information

1. Data file extraction attributes display in the table below
2. Select Next
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New Data Files: Enter Custodian Information

ata file information "
m 1. Custodians table is populated with
the Custodian information.

2. Select Next.

PP Fy—— Notes:

* Inthis example, the Custodians
table is automatically populated
with the DESY User’s information.

* You can add other Custodians
from the Custodian(s)/DESY User
page.

* You must have at least one
custodian on the DUA.

NE R TRANNG 127 Wan Sres Balmony 1 REED UinarTes
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New Data Files: Add Shipping Information

Add New Location

3. Shipping Information

1. Shipping Information tab

Data File Description : CARR - CARRIER STANDARD ANALYTICAL FILE 100% d IS p | ays *

2. Select the appropriate Access

Required fields are marked with an asterisk (*).

Access Method ™ *DIRECT ACCESS ('SHIPPING 'BOTH DIRECT ACCESS AND SHIPPING (2 Method .
DIRECT ACCESS INFORMATION
Access To Which Data CCW/VRDC ®DESY/IDR ('EFT 'Other (2
. .
e Note: In this example Direct Access

is the default Access Method and
DESY/IDR is the default Data
Disseminator because a DESY User
was added to the DUA, however this
information is editable.
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New Data Files: Add Direct Access and Shipping Information

Add New Location

- 1. Select the Access to Which Data
Disseminator.
i e This example is based on
selecting the Both Direct

Data File Description : CARR - CARRIER STANDARD ANALYTICAL FILE 100%

Reguired fields are marked with an asterisk (*).

e e e e R Access and Shipping
DIRECT ACCESS INFORMATION option
ol Sl 2. Select the Access Method
Dot Dsseminaton, (setancsion =) 3. Select the Data Disseminating
Data Shipping Location *: [Chosse +] AddNewlocation G System
e o Sia 4. Select or Add the Data Shipping
;) @ Location
=D 5. Select the Primary Recipient

Selected Shipping Detals 6. The Carrier information is

|  Stopegloostn | Reciert | Camler |  CrecAcowntiumter | Acton optional

7. Select Add
8. Select the Finish button
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New Data Files: Data File Attributes for First File is Complete

New / Re-Use DUA Request

m-

WA Number : CONT-2018-54108

NEW DATA FILE(S) SELECTION

PDEZ2 - 207, PRESCRIFTION DRUG EVENT DATA

MTSE - 25% Madicare Test Beneficiary Sample

PDE24 - 40%, PRESCRIFTION DRUG EVENT DATA (16+ VARIABLES)
PDECFS - 5 % PART D CHARACTERISTICS FILES

PARTDS - 5 % PART D MEDICARE SAMPLE PDE DATA

DENOMP - § % SAMPLE OF DENOMINATOR FILE (PUF)

Add selection to DUA request

Selected New Data Fie Descriptions

ARALYTICAL FILE 5%

Data File Descripuon x:“ = “m x-’ Privacy Level Suatus Acun
Ea:?ﬁﬁ:ﬁa—lii ?TOG:DQRD 100% 2010 208 DENTIFIABLE COMPLETE Q
e EE SRS DENTIFIABLE  INCONPLETE °
C:JTLRYG?téiL RRRRR Of TTTTT DENTIFIABLE INCOMPLETE [+
R S ANDARD DENTIFIABLE  INCOMPLETE o

Showing 110 4 of 4 on! irios

First file’s status is Complete
Select the Apply All link to apply
the same attributes to all the files

or
Select the Edit link on each data file

line to individually complete the
attributes

Notes:

The Apply All link will only display if
the DUA has multiple files.

It displays once data file attributes
for the first data file selection have
been completed.
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New Data Files: Apply First Data File Attributes to All New Files

1. Apply Data Selection
Attributes pop-up displays

Apply Data Selection Attributes x 2. Select the Select All check
box to select all data files, or
Select the data file(s) to which you wish to apply the selected data attributes. Select individual data files
EEDIECD T || cclecttheseelytoDUA
CARR20 - CARRIER STANDARD ANALYTICAL FILE 20% INCOMPLETE requeSt bUtton
CARR40 - CARRIER STANDARD ANALYTICAL FILE 40% INCOMPLETE .
Note: When using the Apply All
CARRS - CARRIER STANDARD ANALYTICAL FILE 5% INCOMPLETE .
feature on New data files, all
 Apply to DUA request Extraction attributes (Year Range,
From/To Years, and

States/Quarters as applicable),
Custodian/Data Storage
information, and
Disseminating/Shipping
information will be applied to the
selected files.
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New Data Files: Status for All New Files Displays “Complete”

New / Re-Use DUA Request

i

A Numiber : CONT-201 54100

NEW DATA FILE(S) SELECTION

: ;e 1. New Data Files Selection screen re-
:Selel:tbnﬂu-llabesf,rwuons Start typing parct ‘ displays

PDEZZ - 20% PRESCRIPTION DRUG EVENT DATA

TR o7 W e S 2. Status for all data files is Complete

PDE24 - 40% PRESCRIPTION DRUG EVENT DATA (16+ VARIABLES)

S ——— 3. Select the Next button

PARTDS - 5% PART D MEDICARE SAMPLE PDE DATA
DENCMP - 5 % SAMPLE OF DENOMINATOR FILE (PUF]

:
P T——— Note: Select Remove to remove a data file
if applicable.

Dta File Dascriptisn m“ :‘:‘ ::. Privacy Levl Stams Action
mﬂﬁ»;;ﬁﬂ:f;sx;ﬂﬂﬁn 1007% 2010 2nse IDENTIFIABLE COMPLETE (+]
ﬁzfﬁe’i‘fl‘:ﬁn ““““““ 100% 2010 218 IDENTIFIABLE COMPLETE o
L o e O 100% 210 2018 IDENTIFIABLE COMPLETE °
D T oERD 100% 2010 2018 IDENTIFABLE COMPLETE e
Shawing 145 4 of 4 enties
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Upload Documents

New / Re-Use DUA Request

Main Information Data Selection Upload Documents » Review & Submit

DUA Number : CONT-2018-54108

UPLOAD DOCUMENTS

You may upload one or more documents to support your DUA,

S A s oo

SIGMNATURE ADDEMDUM
=D T D ES
1. Upload Documents screen displays
2. Predefined document type displays in the table
3. Select the Upload Documents button to upload the document(s) from your local computer
4. Select the Next button
Notes:

* Max file size is 2 megabytes.

* Not all file types can be uploaded. EPPE will display a message when attempting to upload non-allowable
file types.

* For easy recognition, please name files appropriately based on their contents.
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Review the DUA

New / Re-Use DUA Request

1. Review screen displays
e 2. This slide displays the following
° sections of the DUA:
MAIN INFORMATION o * DUA Life Cycle Access (select

DA B

green plus icon)
*  Main Information
e CMS Contact (COR)
e  Contract Information
e Sub-contractor
Organization(s)

CMS Contact (COR)

B — Note: For better legibility, the screen
picture is being displayed on two
slides.

SUBCONTRACTOR ORGANIZATION(S)
UNIVERSITY OF NORTH CAROLINA
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Review the DUA

DESY USERS

Search:
T 1. Second half of the
Ogre Shrek 0s23 HORTH CAROLINA STATE UNIVERSITY ]
P Review screen displays
R the following sections:
e —————————————— e * DESY Users
CARR . CARRIER STANDARD ANALYTICAL FILE 100% NEW 2010 2018 o ° H
CARRZ0 - CARRIER STANDARD ANALYTICAL FILE 20% NEW 2010 2018 L+] Data Fl Ie
CARRA0 - CARRIER STANDARD ANALYTICAL FILE 40% NEW 2010 2018 o Desc ri ptio ns fo r
CARRS - CARRIER STANDARD ANALYTICAL FILE 5% NEW 2010 2n8 [+]
PARTDS - 5 % PART D MEDICARE SAMPLE PDE DATA RE-USE 2010 207 [+] neW a nd re-used

Stowm 11051 s files (select green
DOCUMENTS plus icon to see
e details)
* Documents
2. Enter Comments if
applicable
3. Select the Next button

Commants :
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Accept Terms and Conditions and Submit the DUA

New / Re-Use DUA Request

P . Qi issinacen iy iinianic iy eisreh g

1. Terms and Conditions screen displays

2. Select the | agree to the terms and conditions
checkbox

3. Use your browser to print if applicable

4. Select Submit
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DUA Submission Confirmation

New / Re-Use DUA Request  (EEETD

oo SEE oo
st i m
Ogie Frek 0523 NORTH CAROLINA STATE UNIVERSITY o
CONT-2018-54108 of 1 e

DUA Numier ; € — -
DUA REQUEST STATUS
DATA FILE DESCRIPTIONS
Your DUA request CONT-2018-54108 has been subrmitted for approval. You wil receive 3 follow.up email notification. To view the status af yeur DUA request
aate o "y DLIAIST®
PRSP S—— Fuem Yoar Ta Yeur
AR LW 200 oy o
CAR W (-]
CAR EVY L+
DUA Life Cycle o cans w3010 o
PARTDS RE USE o
MAIN INFORMATION . . -
Showing 110 5 of & solres et
DOCUMENTS
| Document | Uploaded Files
ATURE ABETNDLY S

1. Submission confirmation message screen
s displays - shown here in 2 sections

2. Submitted Queue is accessible from the
menu

omm— 3. COR will find the DUA in their Pending
RS ' Actions queue

SUBCONTRACTOR ORGANIZATION(S)
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Displaying the DUA Life Cycle

New / Re-Use DUA Request (IS

08

DUA Number : CONT-2018-541
DUA REQUEST STATUS

Your DUA request CONT-2018-54108 has been submitted for approval. You will receive a follow-up email notification. To view the status of your DUA request
navigate to "My DUA(s)"

DUA Life Cycle

@ Select the Green Plus Sign Icon
to view the DUA Life Cycle

MAIN INFORMATION

DA Numbet CONT-2018-54108

DUA Customer Type

DUA Request Typa

DUA Status

gmail.com

Last Updated By

Orgamzation Name ORTH CAROLINA STATE UNIVERSITY

Project Name Requester Training Project
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Status Progressions and Actions Display

New / Re-Use DUA Request (T

T
DUA Number : CONT-2018-54108

DUA REQUEST STATUS
st DA 51 CONT-201 854108 has been suberitied for approval. You wh receive a Tollow-up emall notifcaion. T view the siatus of your DUA request
sigates 10 "My DUA(S)

<) 1. DUA Life Cycle details display
T S S [P 2. Select the Next button to scroll
Semmmc S CoR  Feo e  —— - through the life cycle list if
In Progress Feb 16, 2018 2:20:51 PM EEi: Ogre Shrek a p p I |Ca b | e
o e 3. Select the Red Negative Sign Icon
— ,;;; a S, to collapse the DUA Life Cycle
DS — table

MAIN INFORMATION
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How to Print the DUA

New / Re-Use DUA Request

Main Information Data Selection Upload Documents Review & Submit

DUA Number : CONT-2018-54108

DUA REQUEST STATUS

Your DUA request CONT-2018-54108 has been submitted for approval. You will receive a follow-up email notification. To view the status of your DUA reguest
navigate to "My DUA(s)".

DUA Life Cycle [+

MAIN INFORMATION

DUA Number CONT-2012-54108
DUA Customar Type Contractor

DUA Reguest Type CREATE DUA
DUA Status Submitted
Reguested Dale 02.20-2018

Requester Qgre 5

Requester's Email fake parmail.com

Requester's Phone Number (800) 301-5555

Last Updated By

Organization Name MORTH CAROLINA STATE UNIVERSITY
Projoct Name Requester Training Project

Select the Print DUA button at the top of the screen to access printing options
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DUA in HTML Displays for Printing

DUA: CONT-2018-54108
MAIN INFORMATION

M8 COR Approval

CARCLINA STATE UNIVERSITY
Leotn

Subsntracting Organization

L UNTVERSITY OF NORTH CAROLEYA
DOCUMENTS

L. Sepasture_Addeeshua doy

DESY USERS

1.

2.

3.

DUA Displays in HTML format for
printing
Sections displayed are:

Main Information

CMS Contact (COR)

Contract Information
Sub-contracting Organization
Documents

DESY Users

Data File Descriptions
Custodians

DUA Life Cycle

Select the Print link to:

Print the DUA or
Save the DUA in PDF format
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DUA Requester —DUA Queues

DUA Queues Applicable to Creating the DUA

Enterprize Privacy Policy Engine

Weloome fo EPPE

e ol scwealies B0 oross o wgmolr g s e om el b Medoma B U o Seovom Db weotlne Dol e B el 0K
HE
1 ool ol Al ak e D

o
g Bl bl femicet 1. DUA Queues which are
APl Wit i ek applicable to Requester
IR 1w oo o i s o DUA Entry are located
on the DUA(s) menu:
i * Un-Finished

e  Submitted
e— * Pending Action(s)

i  Approved
e m— * Denied

81



DUA Requester -DUA Queues

DUA Queues Applicable to Requester DUA Entry

Un-Finished | * Displays incomplete DUAs from the New/Re-use (Create) DUA
Process, or the Update/Amend DUA Process. The DUA Status
is In Progress.

e DUAs can be viewed, or edited to Submitted status.

Submitted |+ Displays DUAs that have been completed to Submitted status.
 DUAs are ready for approval by the CMS Contact (COR).
 DUAs in Submitted status can not be edited by the Requester.

Pending e Displays DUAs for which the CMS Contact (COR) has requested

Actions more information.

e Requester should provide the requested information and
complete the DUA to Submitted status for CMS Contact (COR)
approval.
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DUA Requester — DUA Queues

DUA Queues Applicable to Requester DUA Entry, Cont...

Approved Displays DUAs which have been approved by the CMS Contact

(COR) and Certified by the DMT.
Note: DUAs in Approved status can be accessed through the
Update/Amend menu option if they need to be edited after
approval. Update/Amend will be discussed in another training
session

DUAs are ready for order creation by the Extractor.

Displays DUAs that have been denied by the CMS Contact (COR).
DUAs in Denied status can not be edited by the Requester.

Denied
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DUA Requester — Help

EPPE Help Desk Contact Information

Hours of Operation: Monday — Friday 9:00 AM to 6:00 PM EST
844-EPPE-DUA (844-377-3382)

eppe@cms.hhs.gov
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