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Contractor Requester  Create DUA  Training Topics 

Training Topics in this Module 

• EPPE Requester Approval Roles and Workflow 
• Basic Information About EPPE 
• EPPE Login 
• DUA Re-assignment 
• New/Re-use Requester DUA Creation 
• DUA Queue  Applicable to DUA Entry 

– My DUA(s) Menu Options 
• Unfinished 
• Submitted 
• Pending Actions 
• Approved 
• Denied 

2 



  EPPE REQUESTER ROLES AND WORKFLOW 
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  Requester Contractor DUA Workflow Roles 

EPPE Roles 

• 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 
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Requester  Contractor DUA  Approval Workflow 

EPPE Requester Contractor DUA  High Level  Workflow 

 
     

 

The Requester creates, 

updates, and submits 

the DUA. 

The CMS Contact (COR) 

reviews, approves, 

requests more 

information or denies 

the DUA. 

The Requester and CMS Contacts (CORs) 

are responsible for contacting system 

operators, shippers, extractors to acquire 

the data. 

The DMT receives the 

Approved request from 

the CMS Contact (COR). 

The DMT certifies or 

requests more 

information. 

1. The Requester enters the DUA. 
2. The CMS Contact (COR) approves the DUA. 
3. The DMT certifies the DUA. 
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BASIC INFORMATION 
AND 

LOGGING INTO EPPE 
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 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. 
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CMS.gov I Enterprise Portal 

UserlD 

Password 

Phone/Tablet/ PC/ Laptop 

Enter security code 

Trouble Accessin Securi Code? 

~ Agree to our Terms & Conditions 

Login 

Forgot your User ID or your Password? 

• VIPAccess 

Credential ID I 
V '~'.~ 11·><.>, 12'' 0 (] ,.,_,.~, · ,_JU._1· l_)U 

Security Code (;a 20 I 
258747 a 

Symant.c. 
Ya~daUon & 
ID Protection 

EPPE Login 

Login  to EPPE as  a DUA Requester 

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

2. Enter your User ID 
3. Enter Your Password 
4. Choose the MFA Device 
5. Enter the Security Code from the 

VIP Access Software 
6. Select the Agree to our Terms & 

Conditions button 
7. Select Login 

Note: The MFA Device selection field 
and the Security Code field display 
after entering the User ID and MFA 
Device respectively. 
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CMS.gov I My Enterprise Portal e User Name ... G Help [• Log Out 

My Portal 

.t+ 
EPPE Request/Add Apps 

EPPE Login 

CMS Portal: Access  the EPPE Application 

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

9 



EPPE Login 

CMS Portal: Access  the EPPE Application 

-----------------------------------------------------

CMS.gov I My Enterprise Portal 9 User Name ,.. 9 Help [• Log Out 

My Portal 

.t+ 
Request/Add Apps 

Select  Application to access  the  EPPE system 
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EPPE Login

EPPE Welcome Screen and Menu

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

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

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

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

4. DUAs now move into the
Requester respective
queues.

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

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

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

1. 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

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

DUA Re-Assignment – Request From the Same Organization

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 – Assign Within the Same Organization

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 –Assign Within the Same Organization

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

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.

2. Requester selects “Next.”
3. Enter the DUA number.
4. Select Requester from the drop-down.
5. Select “Next.”
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DUA Re-Assignment – Change Contact

DUA Re-Assignment – Assign Within the Same Organization

1. Re-assigned summary page is displayed showing the current requester and 
the re-assigned Requester’s name.

2. Requester selects “Submit.”
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DUA Re-Assignment – Change Contact

DUA Re-Assignment – Assign Within the 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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Privacy Policy Engine 

EPPEHome 

DUA(s) 

New / Re-Use 

Update / Amend 

Close 

Extend 

MyDUA(s) 

Un-Finished 

Submitted 

Pending Action(s) 

Approved 

Expired 

Closed 

Denied 

Re-Assign DUA(s) 

Change Contact 

Ad Hoc Request 

! 
Welcome to EPPE 

Logged in as: DUA REQUESTER 

Switch To: ( Select an Option :J 

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 ems.gov, to download Training Slide Decks for the following: 

• Contractor Approval Workflow. 

Verslon240 

DUA Re-Assignment  – Ad Hoc  Request 

DUA Re-Assignment – Ad Hoc Request 

1. Requester logs into EPPE. 
2. Selects Ad Hoc Request from the left navigation menu. 
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A DUA FROM DIFFERENT ORGANIZATION 

Your Organization : 

DUA Number : * 

JOHNS HOPKINS UNIVERSITY (JHU) 

52096 

Upload one or more supporting documents : * 

Add Files: [ Choose Files [ No file chosen 

Add Description : 

- Document Document Description 

Acquisition_ of_ Company_ Document.docx This document is provided to support this request 

M'MMI 

2000 characters 
remaining 
(2000 
maximum) 

Uploaded Files 

Download Delete 

F M 

DUA Re-Assignment  – Ad Hoc  Request 

DUA Re-Assignment – Ad Hoc Request 

1. Requester’s 
organization displays. 

2. Enters the DUA 
number. 

3. Uploads supporting 
documentation and 
selects “Submit.” 

Note: If request belongs 
to multiple organizations, 
they would select 
organization from a drop-
down. 
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Re-Assignment req uest 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 support ing documents : * 

Add Files: I Choose Files I No file chosen 

Add Description : 2000 characters 

remaining 

(2000 

maximum) 

DUA Re-Assignment  – Ad Hoc  Request 

DUA Re-Assignment – Ad Hoc Request 

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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EPPE Home Screen: DUA(s) Menu

DUA Requester – New Contractor DUA Request

Select New / Re-Use to begin a new DUA.
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DUA Type Selection

DUA Requester – New Contractor DUA Request

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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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 {?) 

-- Previous .. 

DUA Requester  – New Contractor DUA Request 

Sub-Contracting Organization Decision 

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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New/ Re-Use DUA Request 
ORGANIZATION (S) 

Your Organization ; NORTII CAROLINA STATE UNIVERSITY 

Do you wish 10 addlrem'JVe a sub-o:mtractir,g organlz.ation(s) for 111ls DUA request? 

• YES NO Q) 
Use the Sub-contracting Organization (autocomptete search fie1d) to selecl an organization and then cllct Add bunon to add the sub-con1ractlng organization to 
IM DUA Request. ~.al 1rie: proce-ss 10 acid a&fltlonal $01:t-cormactlng org.an1.zatlons 10 lhe: DUA R~quesl. 1r tne 0Jganli.a110n Is nol locate-cl rn tne Si!',;1rcn 11$1, 

select Cannot Locate Organization lfnk. The selected sub-oontraclJng organlz.alioos on the DUA requesl are shown In the 1able. 

Salact Sub-Contracting 

OrganlzaUon " : 

(untvcr$1ty ol nonn caroll~ ] cannot locate n,~ Organtzanon? ® 
UNIVERSITY OF NORTH CAROLINA 

• 
UNIVERSITY OF NORTH CAROLINA • CHAPEL HI LL 
UNIVERSITY OF NORTH CAROLINA - GREENSBORO 

UNIVERSITY OF NORTH CAROLINA (UNC) 

UNIVERSITY OF NORTH CAROLI NA • CHARLOTTE 
setocted SUl>-COotrac<tng Orgal UNIVERSITY OF NORTH CAROLINA 

j Sub-Contracting Orgnn!zatlon Name I Action 

Mi-k&� ·@M MMIN-M@M 

DUA Requester  – New Contractor DUA Request 

Add Sub-Contracting Organization 

1. Answer Yes to select a Sub-contracting Organization 
2. Enter the Sub-Contracting Organization name 
3. Select the sub-contracting organization from the drop-down list. 
4. Select Add 
Note: You must select the organization from the list. 

31 



        

 
       

New I Re-Use DUA Request 

ORGANIZATION(S) 

Your Organlz.atlon : NO~TH CA~OLINA STATE UN IVERSITY 

Do you wtsh to adClremove a sub-a>ntracllng organlz.atlon(s) for lnls DUA request? 

• YES NO (D 

Use the Sub--Conlractlr,g Orgal'laatloo (autocomplet«!I seiJrch field) to select an organizaUon and then dick Add button to add the sub-conuacijr)9 organll:atJon to 
I.he DUA Request. Repeat the process 10 add addltlonal sub-contracting organlzatlOns lo the DUA Request, If the organtzation Is not localed In the search 11$1, 
~ Cannot Locate Organization link, The selected s:ub-00n1mc,lng orgal'llzallons oo the DUA reciuest rue Shawn in the !Obie. 

S.l•ct Sub-Contracting 

Organization • : 

Search by entering al 1eas1 3 characters C3nnot kX:ale lhe Organuat.on? (D .. 
Scleaed Sub-Conlractlng Organizallons 

� Su.t>-eontractlng orgi:nizauon Ni:une Action 

U rv£RSITV OF NORTH CAROLINA 

ew1+ 11++nue 

DUA Requester  – New Contractor DUA Request 

Sub-Contracting Organization Displays in Table 

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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New/ Re-Use DUA Request 

ORGANIZATION(S) 
Required flelds 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 (i) 
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-eontracting organizations on the DUA request are shown in the table. 

Select Sub-Contracting 

Organization *: 

Search by entering at least 3 characters Cannot locate the Organization? (i) 

en+ 
Selected Sub-Contracting Organizations 

� Sub-Contracting Organization Name 

KfMMM·@M MHIIHMMi#M 

DUA Requester  – New Contractor DUA Request 

Add New Sub-Contracting Organization 

Select the Cannot locate the Organization? link to create a sub-
contracting organization that is not listed. 
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New / Re-Use DUA Request 

ORGANIZATION(S) 
RequirlJd ,r,,/as aro -rkfHl with an astorlsJ< ('). 

Your organtzauon : NORTH CAROLINA STATE UNIVERSITY 

Do you wish to add/rewove a sub-oontracllng OfganlzaUOll(s) ra, this DUA request? 

• YES NO 

use the SUl>-ContraC:Ung Organiz.i110n (a 

the DUA Request. Repeat !ho prOCC$$ ·~ 
seleel Cannot Locate Organilarlon link 

organization 

Select Sub.Contracting 

Organlution • : 

You can submit a request for a new organization, however 
It will be available for you to select only upon approval. Do 
you wish to request for a new organization? 

Yes No 

Selected Sub-Contracting 01gan1zatoono 

I Sub-Contracting Or91mzat10n N11me Action 

WWMM·MIM 

X 

idd u,e su1>-e0r1racung organization to 
,uon is not tooatoo In the soarcti ns1. 
e table 

M&i+MMiMM 

DUA Requester  – New Contractor DUA Request 

Add New Sub-Contracting Organization 

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 

34 



 

Add New Organization ,c 

--
Required fields are marked with an asterisk(*). Please enter you r 

Or·ganization inform ation . 

Organization Name * : I I Q) 

Address Type * : 

@ Domestic Address International Address Q) 

Address Line 1 * : I I Q) 

Address Line 2 : I I Q) 

Address Line 3 : I I 0 
City * : I I 0 
State * : [ Select an Option .. l Q) 

Country. UNITED STATES OF AMERICA X .. Q) 

Zip Code * : I 10 
Zip Code Extension : I I 0 .,. Mii,\%8 

~ 

DUA Requester  – New Contractor DUA Request 

Add New Sub-Contracting Organization Information 

1. The Add New Organization pop-up 
displays. 

2. Enter the Organization information 
• Organization Name 
• Address Type: 

• Domestic (default) 
• International 

• Address 
• City 
• State 
• Country 

• United States  of  
America (default) 

• Zip Code 
• Zip Code  Extension (optional) 

3. Select the Submit button 

35 



         
       

    

         
           

 
[ Confirmat ion 

Your request has been successfu lly su bmitted and is pendi1n g approva l. 
You will receive a fo llow -up em ai l notifi cation. 

Quit W ithout Saving 

J 

DUA Requester  – New Contractor DUA Request 

New Sub-Contracting Organization Confirmation 

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. 

36 



       
 

 

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 \l) 

--- �Vi@H--

DUA Requester  – New Contractor DUA Request 

No Sub-Contracting Organization Needed 

1. Select the No radio button If no sub-contracting organization is needed 
2. Select Next 
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New I Re-Use DUA Request 

f fif&H:� &+Shill:~ bihlHril:I� ldMif H� 
DUA Nurnoer : CONT-2018-54108 

MAIN INFORMATION 

Proj&et Name * : 

Contract Number ""' : 

Tes.k. Order Number : 

CONlRACT PERIOD • 

Contract Start Date : Contract End Date : 

CMS CONTACT (CORI ' (1) 

Select CMS Conlllct (COR) : Su I :MS -.onloel iCORt 

Cannot loca!e your CMS Contaci (COR)? 

I 

F+ii&M·@M Melill+f&MiMM 

DUA Requester  – New Contractor DUA Request 

Main Information Screen 

1. The DUA Number is 
displayed. 

2. The Main Information 
screen displays. 

3. Enter the Project Name 
4. Enter the Contract Number 
5. Enter the Task Order 

Number (Optional) 
6. Enter the Contract Period 

Dates 
7. Enter the CMS Contact 

(COR) 
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New I Re-Use DUA Request 

11-11:IH:rlhl:� fMI\F:� k·il-f::+� ff ihi%I� 
CONTRACT PERIOD • 

MAIN INFORMATION 

ProiKtN.amt • : 

contract Start Date : contract En<l Date : 

j 01 /01 /2016 12/31 /2017 

0 Dec .. 0 
Contnlct N"umDer • : 

Su Mo Tu We Th Fr Sa 
CMS CONTACT (COR) • 

1 2 
COHTRACTP'-RfOO • Select CMS Contact (COR) : 

3 4 5 6 7 8 9 

11 12 13 14 15 16 

18 19 20 21 22 23 

25 26 27 28 29 30 
CM8 COHTACT(COA} • 

.S.ltct CMS Contxt [COR) : I MCOl'ifDd.()1 - Done .... .... 

DUA Requester  – New Contractor DUA Request 

Main Information Screen: Entering the Contract Period 

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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New/ Re-Use DUA Request 

I IHH:dih� Hihiiiiili:� Rl·ifr·/11111:1-� ffoiiiWHI� 
MAIN INFORMATION 

Profe,t1 Name • : 

Contr:ad Number • : 

CONTRAC T P EIUOO • 

Contr111ct SUlrt Date I Contr11cl El'KI cat& : 

CM:S. CONTACT jCOR) • 

se1&e1 C MS Cor.rtKI jC:OR) : 

k::ann11110cate)'CU~1JSCCnac1:..J._~f? .... 

(/) 

(J) 

c:om. t CORt 

+@w-=a 

Alert 

A CMS Contact (COR) must be reg istered in EIDM and 
EPPE in order fo r their name to appear in t he drop-down 
list . 

If you are unable to fi nd you r CMS Contact (COR)'s 
name, p lease alert you r CMS Contact (COR) and ask 
them to inform you when t heir regist ration for EIDM and 
EPPE is complete. Then, you will be able to resume your 
DUA request. 

-

IC 

DUA Requester  – New Contractor DUA Request 

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

1. Select the CMS COR from the drop-down 
2. Select Next 
3. If the COR is 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. 
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New/ Re-Use DUA Request 

I Mif lH:� H-H#N:1-1:� d#H Hui+� IN&hfil� 
OUAribnber CONT-2018-.54108 

MAIN INFORMATION 

ReQue$1er Training Pl'c,Jed 

Contract Numbf!r * : 

lbsk Order Numbi'r : T0-123456 

COtfTFi:A CT PERIOD • 

Contrae1 Stal'I Catt : Contr,act End Cato : 

01.0-/2017 12f.3112018 

CMS CONTACT [COR) ' 

Selec.t CMS Contact (COR) : ltmu t-1eftson 

bnnoi 1oca1c )')W CMS Coo<ac:1 (COR)? 

fti,.tN111me: lastN11me: 

TaraJI Hen,oo 

Email Addrns : Phone Number : 

fakepk:nle@gma.il.com 

.... 

(!) 

MMl·lf-m 

DUA Requester  – New Contractor DUA Request 

Main Information Screen 

Select the Next button 
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DUA Requester – New Contractor DUA Request

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

1. 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.

2. Select the Add Custodian(s)/DESY
User button

• Adding a Custodian is
required

• DESY Users need to have an
EUA ID

Note:   Custodian(s)/DESY User(s) 
added will display in the Custodians 
List.  
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Custodian/DESY USER Screen: Add a DESY User

DUA Requester – New Contractor DUA Request

1. Add Custodian/DESY User pop-up 
displays.

2. Enter the Organization Name.
3. Select a User from the dropdown.
4. Select the User Location.
5. Is the selected user a DESY User?

a. If Yes, enter the EUA User ID.
b. If No, No EUA ID is asked for.

6. Select the Submit button.

Notes:  
• Adding a DESY User adds the user as a 

Custodian on the DUA.
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DESY USER Screen: Custodian(s)/DESY User Table

DUA Requester – New Contractor DUA Request

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

DUA Requester – New Contractor DUA Request

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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DUA Requester – New Contractor DUA Request

Add Re-Used Data Files

1. Select the Yes radio button to re-use
data.

2. Data files available for re-use display
in a table.

3. Select the file(s) to re-use.
4. Select the Add selection to DUA

request button.

Notes:
• Files from the Primary Organization

and/or Sub-contracting Organization
can be selected.

• Before moving to another page to
select files, make sure you select the
Add selection to Non-DUA Request
button to place the files on the table
when you have completed selecting
files from the current page.
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Tl'ielM>lebie,=,wal'tJ11')111a:lffie~~lle-'2eSCripi»oristcrt~ Tt1e a,1to1.ninoleKP1r&,,•ti.,,1.,1110actklnhbUte~ C.rJ.'f and Rfflro..-. ri31nlmil 
a:&urnol~row-loatB.UicOllb lie all~ llnd [CID;!\~ tJiod;l l.11M::I IJOIT'll>ll'adlK.lca ~•~.'vclr 

S8ilected Ne ..... Data File OaSCtlptons fOf' Re-U'8 

~OtoOOIIOM~ -- ----

DUA Requester  – New Contractor DUA Request 

Add Re-Used Data Files 

1. Select the Yes radio  button to  re-use
data

2. Data  files  available for re-use display
in a table

3. Select the  file(s) to re-use
4. Select the Add  selection to  DUA

request  button 

Notes: 
• Files from the  Primary Organization

and/or Sub-contracting Organization
can be selected.

• Before  moving to another  page to
select files,  make sure you  select the 
Add selection to Non-DUA Request
button  to  place the files  on the table 
when you have completed selecting 
files from the current page.
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Data flle lnformaUon • 

1. Data flle extraction 2, Cu•tod ans 3, Shipping lnfor"1at10n 

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

Available Year Range • : s.~10(1 ;,in Option CD 

From • : 

To * : 

Quanertsl: Cl',oose Ou1ut&f!i 

State(s) (I! applicable) : 

Selected Multlp1e From and To Year 

1-Mi+MiFhi TOYSAR QUARTER Extractlon¾/Cohort STATES STATUS I ACTION 

Previous -

DUA Requester  – New Contractor DUA Request 

Add Re-used File Extraction Criteria 
1. The Data file information pop-up

displays with the Data file extraction
tab in focus.

2. Select the Available Year Range
3. Select the From year
4. Select the To year
5. Select Quarters (optional)
6. Select States (optional)
7. Select Add

Notes: 
• 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.

• If  quarters/states were  not selected  on 
the original DUA,  these fields  will be 
disabled. 
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Data file information 

1. Data flle extraction 2 . Custodians 3 . Si'ltpping 1nr0rmatI0n 

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

Available Year Range "' : [ 2010 • 2017 I ; (100% ) . . (/) 

From ,.. : s l t o1n Ov Q) 

To • : Sc-l~t an Opt 

Quanerjs): 

State(s) (lf applicable) : 

S!!lected Multlpl!! From and To Year 

!D I FA:OM VEAA: I TO YEA.A: QUARTER I Extn:11::tlon "/o J Cohort STATES I STAT\JS I ACTION 

,.,. ,.,, -
Previous Ill 

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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Data f ile Information 

2. Custodians J. Shlppln(i lnforr-,atlon 

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

Required fields are marked with an asterisk r•J. 

Custodian Organization 

Name * : 

Custodian Location • : 

Select Custodians • : 

SPl!dt 01(1dlli.cdlm11 N.i1n 

Choose Custodldn LOC&Jtlor, ... 

Ctioose Cuslt:XhAns: 

• HM 
Selected Custodian locations and Custodians 

0) 

Add New Location 0) 

II Organization J Custodian Location custodians J Em.Ill I Phone I Action 

NORTH CAROLINA 
STATE UNIVERSITY 

1 (800) 301-5555 

l&iHI Ill 

" 

DUA Requester  – New Contractor DUA Request 

Add Custodians for Re-Used Data Files 

1. Custodians tab displays
2. Select the Custodian

Organization Name
3. Select the Custodian

Location
4. Select the Custodian(s)
5. Select Add

Notes: 
• If 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

DUA Requester – New Contractor DUA Request

1. Shipping Information tab
displays.

2. Shipping information from the
original DUA displays in a table.

3. Select Finish.

Note: Re-used data files will not be 
re-shipped.
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New I Re-Use DUA Request 

frlhii - --- ii iifll 1
-

RE · U5E DATA FlLE(5) SE LECTION 

ThflaoltDeo-Nlhpll)' .. V,-avM~•~t-~l!)r~fl'Cllnftflppttl\-.i:I [MJA,1}fDr-orpw,ll:lltlCll'I IJloir.~ 111 .. Q)lrncf 

• ..;1,,r,:,,,~~lhed-..l.•.,-,,'f'(..,,.i..i...,_.ArJd•~ 11:,DCJA~r lllAi,IO',CO.:lill .. l,l,,IILl,lloo,_.,,~t,;,l'llf~lolfJt.oU<1 

Av.:i.llablo Dilta Fffo Dcsctlpllons for Re-U-:;c 

<Xlfff-

1!561!1 

<;ON<-
2'1)17-,, ... 
"""'' ,.,,. ·-co,,r. 

LNM.RSITYOf"~ 

""""-
~t1CMOl..fll\ST11,rt 
UNNt.~t.liY 

l'tORTl'I ~$1ATI! 
lNJ\l'ERSITY 

NOR1'H ~ S.TAll;' 

IJNIVER~TY 

fC'.)M'l t1 ~WA$l""l f 
UN!VtA~ITY 

MN~ , M.,.l.lo\L &et(~,-0"111''1' 
SUM.~~! 

xrHiU('f . ccv, M!h!. ID TO &,St,! 

CR03SWJll..,ll(ALE 

P0~-20'll-~POO 
DAW E\lf,;Pff D,11.TA 

"1)t-!!,,,,.Plo:;S(:M:llfll(IN 

~UOC\ICNTO,..f.-. 

E'·4f'i/!,·1' ·1·11 it&F 

.,. __ 
OAO$$.HA, 

""'' 

- - h -
:KKM-2000 0 

ll"le":.aotetielONdltpai.·1"1tneN«MCC..le~fo"l'WM ..,.,,.. ..... :(lllill'!'nctH(tl,-OWr,.n"""°--=-, ~ I.lite ti"'t'Cdi'IM'IO~lftQrl 
lillti.OJl....,..,:,t-.,.,v,,,D-~~•k~.-ld•'<-lt-.d!Uf '"""U..1N1~:illtllll1ftPll'-l.~~ 

Sdecfed Ne<N ~ta F1'e C~lpelons tor Re,..l,be 

POEa-"""'~PT40NIH.JGEVENTO,,.TA(10-­
VARIA8L£SJ 

----
...,..._ ... , - ,.,, 

f,.i ,i.-....... 111 0 

DUA Requester  – New Contractor DUA Request 

Re-Used Data File Attributes Completed for First File 

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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Apply Data Selection Attributes x 

Select the data fil e s to which ou wi sh to a I t he se lected data attri butes. 

For Re-Use App ly All functionality, on ly Custodian/ DataStorageLocation information 
ill be applied to selected data file (s) . 

f Piiiii m 
PDE25 - 5% PRESCRIPTION DRUG EVENT DATA (16+ VARIABLES) INCOMPLETE 

Apply to DUA request 

DUA Requester  – New Contractor DUA Request 

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
with the applicable files

3. Select the Apply to DUA Request
button 

Note: When using the Apply All 
feature on Re-used data files, only 
the Custodian and Data Storage 
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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idilC:,,lffllld~~IQed!,-C'-l~lla 'H-1efftMlir..£1111•r.lfll-wieclaa-~Aty 

S•.ilod~N,:tWO;l!.,111Mi0."'711)tl(X'I$ f(lt ~ 
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-- 1 ~- c...--'--..... C>.a- I - I "',_.. 

1)1)1.:rflllllo\ll ~1'111(),-W,-

~I Ofll ,._ )l't.illl ll"""r.._ 

POE2$.~Pl:if~~ 00!.JOE'o'f;.Vf O,t,.t •(itl• 

-- I 

l::r--c,11)2"'.,... 

naJdllilftlAl.LtAw'\!!latlll.J»o 
0<W'Ei.~LLllf.._Cln»"1-FEiflt -

·--·--

·---
==================================== 

DUA Requester  – New Contractor DUA Request 

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

Notes: 
• The display of the files in this list

have been expanded to show the
file details.

• 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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Data file information • 

1. Data file extraction 2. custod1aes 3. sh1pp1ng Informat o~ 

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

Available Year Range • : Select .,n Option Q) 

From .. : SeklctonOotlon • 0 

Select au OptiQn 41) 

Quaner1s1: Cl\clow OuMer<. 

Sta!el•I II! applicable) : SelKI Some Option, .. 
Selected Multiple From and To Year 

� FROM YEAR TO YEAR I QUARTER I Extrnctlon ¾ / Cohort I STAras STATUS ACTION 

Previous -

DUA Requester  – New Contractor DUA Request 

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

1. Data File Extraction pop-up displays
2. Select Available Year Range
3. Select the From Year 
4. Select the To Year
5. Select the Quarters (optional)
6. Select the States (optional)
7. Select Add

Notes: 
• The Available Quarters and/or States for

selection will be those selected on the
original DUA.

• If quarters/states were not selected on
the original DUA, these fields will be
disabled.
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Data flle Information 

1. Dat4il fil e extraction 2. C1.1stod1ans 3. Sh pptng lnfcnnatlon 

Data File Descriptio n : PDE25 - 5% PRESCRIPTION DRUG EVENT DATA (16+ VARI ABLES) 

Avell:nble Year Range • : [ :?OJO :;:,011 l ; (100~) 

From * : Sek d1 Opl 

To • : 

Quorter(s) : 

State(•! (If appli cable! : .. 
Selected Multiple From and To Year 

Q) 

Q) 

- • Q) 

10 FROM VEAR I T0 YEAR QUARTER I Extroct1on % I Cohort STATES j STATUS I ACTION 

2010 2017 N'twVoNir(s) 

PrevlOJ Ill 

DUA Requester  – New Contractor DUA Request 

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

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

DUA Requester – New Contractor DUA Request

1. Custodians table is 
populated with view-
only Custodian
information from the 
first re-used file based 
on the Apply All
function.

2. Select Next.
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Data file Inf ormation 

3. Shipping Information 

Data File Description : PDE2 5 - 5% PRESCRIPTION DRUG EVENT DATA (16+ VARIABLES) 

Required fields are m.arked wieh an asterisk( • ). 

Access Metnod • : DIR ECT ACCESS • SHIPPING BOTH DIRECT ACCESS AN O SHIPPING ,J) 

Date Dissemination 
Syst l!m • : 

Daui Sn ipping Location • : 

Primary Recipient • : 

Carrier : 

S HIPPING I NFORMATION 

.. 
Selected Shipping Details 

J) 

I c.m,,, A«o<mt I Id Shlpptn9 L.ocAJUon R9dpi1,nt Can1tr Action ..... ..,, 
2'20S KERR HAU., CAMPVS eox 7390, CHAPEL HIU., Hol1t1 ~ 
27 ... USA 

--

DUA Requester  – New Contractor DUA Request 

Re-Used Data Files:  Continue to Update File(s)to Complete Status 

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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iii • .a. + 
RE-US~ DATA FIL~(S) SfLECilON 

Ooyo.t•-10tc,,t.,110•"t•'•lk,t1i)l'N:iffl IIIC'o:-.cs:n;cae:-JCIVAl.tot'1 " 

(D 

• -.-e: NO 

11'1'91..c,,,~0~~11>90¥a.aDll9CLll'.II.._L)MCll1p'iot-.lll;:if re..,....,,,...r.~OU,1; 1-}11Dr"'8~,i,,1•IOl'l.i.1N-N~rr~001..,...,.CII 
em!row1E1,e-"m11,e_.. �e~lpUoo1~~ AdrlftilM:tlontt>OWlrequnt llu!D'._,adlll!eGll&llllede,a'lllkallDk!te'«ledlae. 

AV31bM 0.)1.l Fite Oe$Crip1~ ror Re•Use 

" '°17-,, ... 
co,,,. 
20'1-., ... 

i:ier.1;. . AA~ el;l'.IEr~ 
~W11IMAA.YFl:...t. 

Xl'ilt.1,.K7-0C\'180Et0l0 SSH 
~~K~._E 

~~•$ti, PRf,KAlll'Ti()N 
ORU0~41D,1,'.tA 

EHC'lizii·:l ·l·"l,./- 1iiM 

2010-lO'l:2 0 

, .... ~10-Wl!I 0 

t!'lwuete-~C4Pa,,.•S>t1N«Jeo:ICIIIUl-ci.::ti~JOrr!IUR """lhl'~ol~ft.-Nl-to..:i.>'flOnWJo\JMSl!l t.i;t:l ~ ~ ~"'-i., 
lal01Jo"'111ol-.tlrwtDtldtll'w,O;,Qf11'-.llu1ell:N111 IPTJ0¥111.__,.,._lfafllN1N«ad~1~Wy 

~l!ll--6'1iiPRtscRIPTtoNIJRUGE.'Vl!!NT C,,,,TAll&.­
\1..\RIASl.l;S) 

--
, .... ,.,,, F,111 IRt.,.rur O 

DUA Requester  – New Contractor DUA Request 

Re-Used Data Files:  Continue to Update File(s)to Complete Status 

1. Re-use Data File screen re-displays
2. Status for all files is Complete
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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New/ Re-Use DUA Request 

lf:1+11::iiH:• &·f ii SH:-. IIHIH::H+~ IHH+ii s• 
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 

I 

Wftl-- MViMiHMMIIM 

DUA Requester  – New Contractor DUA Request 

Not Re-Using Data Files 

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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New I Re-Use DUA Request 

1%:li:iihi\H:� Data Sl~Octton Upload 00cumt1 nts. 

DUA NumOl!r : CONT ...2018-54108 

NEW DATA FILE(S) SELECTION 

Privacy L..eo;,el : IDENTIFIABLE 

Select Data File Descriptions Star1 typing lo 5-l!!ann. _ 

DMETSB -100% Durable Mecllcal Equipment Test System Base 

INP - 100-.4 INPATIENT CLAIMS 

CRF -100%CROSS REFERENCE FILE 

PDE22. 20'¼ PRESCRIPTION DRUG EVENT DATA 

MTSB - 25% M8dtcare Test Ber.erlclary sample 

PDE24 • 40% PRESCRIPTION DRUG EVENT DATA (16' VARIABLES) 

Add S9l9Ctl00 to DUA request 

Selected New Data File Descriptions 

[]2bFil•Olncript1on Ertr:icbxl 'JI. I Cohort 

No <Jata avallaOle tn taOle 

SOOMng o to O ot O cn11'1e$ 

---

Review & Submtt 

� 

M#i+MMi@M 

DUA Requester  – New Contractor DUA Request 

Add New Data Files 

1. New Data File(s) Selection
screen displays

2. Select the Privacy Level
3. Type at least 3 characters in

the Select Data File
Descriptions text box to
narrow the results

4. Select the data file(s)
5. Select Add selection to DUA

request 
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Add New Data Files and Attributes

DUA Requester – New Contractor DUA Request

1. Data files display with an
Incomplete Status.

2. Select  Edit to complete data file
attributes.

3. Select  Remove to remove the
data file(s) from the table.
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Data file information " 
1. Data file extraction 2. Custod ans 3. s 1pp1ng Information 

Data Fi le Description : CARR - CARRIER STANDARD ANALYTICAL FI LE 100% 

Data FIie Extraction %/ Se,lec.t an Op! Ion 0) 

Cohen • : 

From • : S~led: nn OptJon . 0) 

To • : Select an Option 0) 

Quarter(s) : Choose Quarters 

St,te(s) (II applicable) : Solocl Somo Opbons 

MMM 
Selected Multiple From and To Year 

PrPVOUS Ill 

DUA Requester  – New Contractor DUA Request 

New Data Files: Enter Data File Extraction Information 

1. Data File Extraction pop-up
screen displays

2. Select the Data File Extraction %
/ Cohort 

3. Select the From year
4. Select the To Year 
5. Choose any Quarters (optional)
6. Select any States (optional)
7. Select Add

Notes: 
• Some file years in the year range

may not be available (e.g. 2019
file year).
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Data file information 

1. 0,aU me extraction 2. c~stod ans 3. Sh pp ng lnformat on 

Data Rle Descliption : CARR - CARRI ER STANDARD ANALYTICAL FILE 100% 

Data File Extraction % I 

conon • : 

From · : 

Qunn~rr~, : 

S!Ate(s) (If applicable) : 

SP.100 IHI Opt 

Selected Multiple From and To Year 

Q) 

(l) 

ID I FROM YEAR I T0 YEAR I QUit.RTER I EJttruc11on % I C-0-hort Slit.TES STII.TUS I ACTION 

2010 201' , .... -
PrevlOus -

DUA Requester  – New Contractor DUA Request 

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

DUA Requester – New Contractor DUA Request

1. Custodians table is populated with
the Custodian information.

2. Select Next.

Notes:  
• In this 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.
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New Data Files: Add Shipping Information

DUA Requester – New Contractor DUA Request

1. Shipping Information tab
displays.

2. Select the appropriate Access
Method.

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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Add New Locat ion 

3. Shipping Information 

Data File Descliption : CARR - CARRIER STANDARD ANALYTICAL FI LE 100% 

Required fields are marked with an asterisk ( * ). 

Access M@t.noti * : DIRECT ACCESS SHIPPING • BOTH DIRECT ACCESS AND SHIPPING @ 

DIRECT ACCESS INFORMATION 

Acc:ess To Whic:h Data 

Dl55eminator • ; 

CCW/VR DC • DESY/IO R EFT Other @ 

DBta Dlssemlnauon 

system *: 

Selecl!!_!.Q£.ic1.!!,_ .. 

SHIPPING INFORMATION 

Data Shipping Location ... : Ch 51' p,ng l 

Primary Recipient • : Ch~ Re<: pient __ _ 

cam~r: S I n, OpUOn .. 
Selected Shipping Details 

@ 

. (D 

Add New Location © 

Id I Shipping Loc.-:Jticn I Recipient ~mer CiJm&r Account Numbet" [ Acbcn 

, .... 

DUA Requester  – New Contractor DUA Request 

New Data Files: Add Direct Access and Shipping Information 

1. Select the Access to Which Data
Disseminator.
• This example is based on

selecting the Both Direct
Access and Shipping
option

2. Select the Access Method
3. Select the Data Disseminating

System
4. Select or Add the Data Shipping

Location 
5. Select the Primary Recipient
6. The Carrier information is

optional
7. Select Add
8. Select the Finish button
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New / Re-Use DUA Request 

ew,e:.;.+ h#HH::11::� IW#ifil� 
OUAN.miber : CONT-2018-5'108 

NEW DATA FI LE(S) SELECTION 

• (f) 

PO£Z2 • 20% PRESCR1n10H DRUG EVENT DATA 

MTS8 - 2S% MedQre Test Bentficllry S•mple 

POE24 • 40% PRESCRIP11c»i O~UG EVEHT DATA (Hi• VARIABLES) 

PDECF5 • 5 % PART D CHARACTEIUSTICS FILES 

PA.RTD5 • 5 % PART D MliDiCARli SAMPLi PDi DATA 

D!HOM,- • 5 % SAt.PLI! OP D~NOMINATOlt Jl'lll! ( " UP) 

A.llllsetectlontoOUA ~ 

Seleeled Ne-N Data Fi;e Descriptions 

CAAR - CARRIER STANDAAD 
AtW.YllCAl A LE 100'1. 

CAAR20- CAAA!ER STANOAAD 
ANA1,.YTtCAl, F11..f 20'I(.. 

~R40 -CARRlfR STAtlOARO 

AMAl.YTICAl. FII.E 4~ 

CARR5 - CARRIER STANDARD 
ANAI..YTICAL r!Lf ~~ 

----

"'"" 2010 2018 Of;NllFIAl3I..I; COMPLETE 

DENTIRAB..E INCO LETE 

0ENTIFIA8,.f INCOMPLETE 

DENTIRAB....E INCOMPUTE 

Edll­,.,.,,,.,, 0 

Edi I RCflOYC 0 

.... 1 • ..,..,.. 0 

Edi IR~ 0 

� 

+awm 

DUA Requester  – New Contractor DUA Request 

New Data Files: Data File Attributes for First File is Complete 

1. First file’s status is Complete
2. Select the Apply All link to apply

the same attributes to  all the files
or 

3. 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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Apply Data Selection Attributes 

Select the data fi le(s) to wh ich you wish to apply the selected data attri butes. 

u 

u 

� select All Data File Description 

CARR20 - CARRIER STANDARD ANALYTICAL FILE 20% 

CARR40 - CARRIER STANDARD ANALYTICAL FILE 40% 

CARRS- CARRIER STANDARD ANALYTICAL FILE 5% 

Apply to DUA request 

Status 

INCOMPLETE 

INCOMPLETE 

INCOMPLETE 

,c 

DUA Requester  – New Contractor DUA Request 

New Data Files: Apply First Data File Attributes to All New Files 

1. Apply Data Selection
Attributes pop-up displays

2. Select the Select All  check
box to select all data files, or
Select individual data files

3. Select the Apply to DUA
request button

Note: When using the Apply All 
feature on New data files, all 
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/ Re-Use DUA Request 

hHS·I:� ffad§l·I:� f*l··f :I:� 1·¥#1-
~Number .CONT-20 111-5,4 100 

NEIii DATA FILE(S) SE LECTION 

IIIDIZ! •21)'4 ll'RIESCRIPTION DRUG l!:Vl!JHOATA 

ilTSB • 2S% Ma<kare Tnt 8en&1Ydlry Sample 

P'OU.. • 40% ll'RIESCRIPllON OROO IIVEHT DATA (16• VAfiUABLES) 

PDE:ar5 . 5 % PART D CHAR.ACTEAISnes FILES 

PAATD.5 - 5 % PAR 0 ME.C>ICAAE SAMPLE PDE. DATA 

OENOMP · ' '"4 SANPI.E OF DiNOr.'JNATOR FILE IPUF) 

Sele<ie<l Nt,N Data Fie O03C11>tions 

CAAA -CAAAll:A STANOAAD 
ANALY11C.AL ~!LE 100'H, 

CAAn40. CArul!ER S'T'A'IOAn.0 
ANALYTIC,\l. Fill! 40"'-

CAAM • OAAAJl!A: STAr'OAAO 
ANALY ttCN.. IL£ et~ 

---
\OO'A, 

\OO'A, 

............. 
~,a 10!::NtlflAHLI::: 

2010 ,,,. lDENTiftABLE 

2010 ,,,. IDENTIAABLE 

2010 ,,,. IDENTlflABLE 

i 

C0NPLETI=: 
Ed.t IAemave 
ApolyAII 

0 

COMPLETE Edt IRemcMt 0 

CONPLEff. Edt !Remove 0 

COMPLETE Edt IRtnlC1Ve 0 

l#W .... 

DUA Requester  – New Contractor DUA Request 

New Data Files: Status  for All New Files Displays “Complete” 

1. New Data Files Selection screen re-
displays

2. Status for all data files is Complete
3. Select the Next button

Note: Select Remove to remove a data file 
if applicable. 
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New/ Re-Use DUA Request 

ii@@++·+� &·&ii&+·--.. §@�++++ 8-&Mi#&i� 
DUA Number : CONT-2018-54108 

UPLOAD DOCUMENTS 
You may upload one or more documents to suppon your DUA. - Document Uploaded Files Upload Document 

S IGNATIJRE ADDENDUM Uplo.1d Oocum•nb 

M?h1\NM-

DUA Requester  – New Contractor DUA Request 

Upload Documents 

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

• 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.

Notes:
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DUA~ CONT-2018-54108 

REVIEW 

DUA Life Cycl~ 

MAIN INFORMATION 

DIJANurnbOf 

DUAC!Klomet'l'fPI' 

DUAR9Q~Type, 

OUASWus 

R&e:1UHll!f 

A:9QU8Sll!!f'sEmal 

R1K1UHl0f'sPhOMNIJl1'bef 

LA5' Ul)dal811 By 

CMS Con'll1: t (COR) 

Contnlci. tnrom,� llon 

c«int:t~r-o:3,Star1D8l8 
CcwilUK( Ponod - End D:itt: 

SUBCONTRACTOR ORGANIZATION(S) 
UNIVERSITY OF NORnt CARot.lNA 

CONT-2011-~lDI 

c"'"'"'"" 
CREATE DUA 

In Ptooress 

~r•ShrM 

taJ,;epten1cC,;11nai.t com 

!800) 301 ,tJMi~ 

bibhih·I+� INHEII� 

NOA1H CAAOUHASTATE UNIVERSITY 

cotmrn 
TO t2:l456 

01~-2017 
12-3,1-:?018 

0 

DUA Requester  – New Contractor DUA Request 

Review the DUA 

1. Review screen displays
2. This slide displays the following

sections of the DUA: 
• DUA Life Cycle Access (select

green plus icon)
• Main Information
• CMS Contact (COR)
• Contract Information
• Sub-contractor

Organization(s)

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

0S23 

stlowW'lg 1 IO IOf I 4Wlie! 

DATA FILE DESCRIPTIONS 

CARR • CAARIER STANOARO ANALYTICAL FlLE 100% 

CARR20 - CARRIER STANOARO AHA!.YTICAI.. Fll.E 2Q"I.. 

CARR-40 CARRIER STANDARD ANALYTICAL FILE �O,. 

CAAftS • CARRlER STANO ARD ANALYTICAL FILE 5% 

PAATO$ ~ $ % PART O MEOICAAE SAMP\.E POE OATA 

$how',lg1I06ol6~ 

DOCUMENTS 

NORnt CAROLINA STATE UNIVERSITY 

Froia Y-

NEW 2010 

w 2010 

w 2010 

w 2010 

RE-USE 2010 

I Oocument I Upfooded Flies ----
c omrnom.c: 

--

0 

fo YHI" 

2018 0 

2010 0 

2018 0 

2010 0 

2017 0 

.... 

DUA Requester – New  Contractor DUA Request 

Review the DUA 

1. Second half of the
Review screen displays
the following sections:
• DESY Users
• Data File

Descriptions for
new and re-used
files (select green
plus icon to see
details)

• Documents
2. Enter Comments if

applicable
3. Select the Next button
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DUA Requester  – New Contractor DUA Request 

Accept Terms and Conditions and Submit the DUA 

1. Terms and Conditions screen displays
2. Select the I agree to the terms and conditions

checkbox 
3. Use your browser to print if applicable
4. Select Submit
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DHHIHl:I+ IN#Hi� 
OUANl.ffllCI': CONl-2018-641~ 

DUA REQUEST STATUS 
YQA.11 0UA. leq..l0$1 CONT-201t-5$108h2$ bcNrl ..... ~ed for- ;appr°'.il ~d r~ .-tolow.t4' email notrflc.a1,10n Tov~ lt,t s:l.;l.'1.11 otyQJr DUA roqutt,1 

na~teto-U,OUA(sf 

DUAL.If!!! Cyclt! 

MAIN INFORMATION 

DUA ;,,nae, 

OIJA~T)11t 

O!JARtc1uestT')'S)8 

0UA~ 

CM$ Cont.Kl (C:OA) 

Contract lnl'orm11tlon 

~.-;.tP.1.u;1 S:_,tO.:1hf 

Corlt"d(IP9rltJl:l~l'IOOa'..O 

SUBCONTRACTOR ORGANIZATION(S) 

U \'ERSffYOFHOfl:T'HCI\ROl..lNA 

CONf 201:S.S.1"8 

CREATf:OUA 

0220--2018 

NORTtl CAROUH,li StATC UNIVtR51lY 

lftwtl(~mfllo:,rn 

(&lO)S~·2t2 

C0Nt12J.C 

101.l;s.4.~ 

01-0C-101f 

12-l·-1011 

0 

D'ESY USt:.rtS 

OSI> 

DATA rlt.E DESCRIPTIONS 

!',illO,Of,nuf10!!iofftOf_,_ 

-
,.,. 
,,,. 
,.,. 
,.,. 

,.,. 
,.., 

0 

0 

0 

0 

----------~------~------
OOCUM NTS 

I Oocunwnl I Uplo� ct.d Fllrt~ 

~-_.,,,,..., 

DUA Requester  – New Contractor DUA Request 

DUA Submission Confirmation 

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

2. Submitted Queue is accessible from the
menu

3. COR will find the DUA in their Pending
Actions  queue
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New/ Re-Use DUA Request &Mi.lh& 

if@iiih� E·fiifih~ &&HIH::hl� i:¥1¥iii� 
DUA Number: CONT-2018-54108 

DUA REQUEST STATUS 
Your DUA requesl CONT-2018-54108 has been subrrotted for approval You will receive a follow-up emarl nolificalion To view ll1e slatus or your DUA request 
navtgate to "My OUA(s)". 

DUA Life Cycle 

MAIN INFORMATION 

OUA Number 

DUA Customer l)'l)O 

OUA Status 

R8Quester 

Roquostor''!; Email 

R'lql.J{l'S18r's PhOnEt Number 

l"'t Upaotoo By 

Pro1oct Niilmo 

CONT-20>8-SA t08 

Contrac-tor 

CRFAlE DUA 

Subm1ttod 

02 ?0 ?018 

OgreShrek 

(800) 301-5555 

NORlli CAROLINA $1ATE UNIVERSITY 

Roquos.lOt' Tramang ProJOct 

0 

DUA Requester  – DUA Life Cycle 

Displaying the DUA Life Cycle 

Select the Green Plus Sign Icon 
to view the DUA Life Cycle 
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651· ·hi ·I� INSHSI� 
DUA REQUEST STATUS 

'lb:.-DUAr~CON'T-201e..5'108ha9Deiensubmftl!dtcxaPl)'ov.a "rbu'III r~aklllow-upem.1llnodllcaDI To~the:!lla!lusolp.-DUA,~ 
1~IDVJDUA(~r 

DUAS., .... 

f:llowing 1 toSof 13 cntrb 

MAIN INFORMATION 

DUACuslOmef Type 

fM;JAR~llYS)ll 

AoquttllOd0010 ·-­M:~Wsl;~ 

Reque,W>Pnoo,eN<.fflOef 

Ltit~.09)' 

Otgonaot>oflNcwno 

OUA.lv'.J/lttxlOato 

Feb 20. 201812.47.44 
PM 

Feo 10, 20,e 2:20:,1 PM 

Feb 11,. 2'018 2:1 5:01 PM 

FM,16, 20181 ~ 1:4I .... 
Feb 16, 2018 11:39:51 

""' 

"°"""'"' 
CRf.ATPC'MIA 

""""""' 
0220 2Cit8 

00A ..... , 
CSEATE 
DUA 

C~TI; 
DUA 

CREATE 
DUA 

CREATE 
DUA 

CREATE 
DUA 

NOll1H :AAOl NA S1A1E UNfVE:l'tSl'T'Y 

..... 
~ -.... kt!>~ucild'l!I 

Og"IPSf'lrek 

09J• $1'11,tk 

Ogre Shlek 

Ogre Sink 

Ogfe Shrek 

• , ..~ 

DUA Requester  – DUA Life Cycle 

Status Progressions and Actions Display 

1. DUA Life Cycle details display
2. Select the Next button to scroll

through the life cycle list if 
applicable 

3. Select the Red Negative Sign Icon
to collapse the DUA Life Cycle 
table 
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New / Re-Use DUA Request M¼Mf-i'/-M 

itf@Sli+� -+Bif+i:~ &IHIH::hl� IM@Jftl� 
DUA Number: CONT-2018-54:108 

DUA REQUEST STATUS 
Your DUA request CONT-2018-54108 has been submitted for- approval. You will receive a ro11ow..up email notification. To view the stalus o f your DUA request 
navigate to "My DUA(::.r. 

DUA Life Cycle 

MAIN INFORMATIO N 

DUA Number 

OUA CU!;lomor rypo 

DUA Request Typa 

OUA Slall.JS 

R0qu0sled Dattt 

Requestar 

ReQUtil$1 r'5, Phone Number 

L1:1st Updlltod By 

OrgamzaliOn Nam& 

ProJo-r::t Namo 

CONT 2018 5-4108 

Conlr,t1,clor 

CREATE DUA 

0220 2018 

Ogre Shrek 

fakcp1c1~1df.llgm.:i11 com 

(800) 301 5555 

NORTH CAROLINA STATE UNIVERSITY 

0 

DUA Requester  – Print DUA 

How to Print the DUA 

Select the Print DUA button at the top of the screen  to access printing options 
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DUA Requester  – Print DUA 

DUA in HTML Displays for Printing 

1. DUA Displays in HTML format  for
printing

2. Sections displayed are:
• Main Information
• CMS Contact (COR)
• Contract Information
• Sub-contracting Organization
• Documents
• DESY Users
• Data File Descriptions
• Custodians
• DUA Life Cycle

3. Select the Print link to:
• Print the DUA or
• Save the DUA in PDF format
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DUA QUEUES 
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DUA Queues Applicable to Creating the DUA

DUA Requester –DUA Queues

1. DUA Queues which are
applicable to Requester
DUA Entry are located
on the DUA(s) menu:

• Un-Finished
• Submitted
• Pending Action(s)
• Approved
• Denied
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DUA Requester  –DUA Queues 

DUA Queues Applicable to Requester DUA Entry 

Queue Description 

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.

• 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 
Actions 

• Displays DUAs for which the CMS Contact (COR) has requested
more information.

• 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… 

Queue Description 

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.

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