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Contractor Requester Training Topics
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Training Topics in this Module

• EPPE Roles Associated with Contractor DUAs in the 
Update/Amend Process
– High Level Contractor DUA Approval Workflow

• Basic Information About EPPE
• EPPE Login
• DUA Queues Applicable to the Update/Amend Process

– Un-Finished 
– Submitted
– Pending Actions
– Approved
– Denied

• Update/Amend Contractor DUA(s)
• Search for DUA(s)



EPPE REQUESTER ROLES AND WORKFLOW
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Requester Contractor DUA Workflow Roles
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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



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

EPPE Requester Contractor DUA High Level Workflow

Requester Contractor DUA Approval Workflow
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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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EPPE Login
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Login to EPPE as a DUA Requester

1. Access the CMS Enterprise Portal 
once your DUA Requester Role 
access 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.



DUA Requester – EPPE Login
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CMS Portal: Access the EPPE Application

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



DUA Requester – EPPE Login
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CMS Portal: Access the EPPE Application

Select Application to access the EPPE system.



EPPE Welcome Screen and Menu

DUA Requester – EPPE Login

The EPPE Welcome Screen displays with the EPPE Menu for the DUA Requester.
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DUA QUEUES APPLICABLE TO UPDATE/AMEND
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DUA Queues Used in the Update/Amend Process

DUA Requester – DUA Queues
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DUA Queues which are 
applicable to the Requester 
DUA Update/Amend process 
are located on the DUA(s) 
menu:

• Un-Finished
• Submitted
• Pending Action(s)
• Approved
• Denied



DUA Requester – DUA Queues

DUA Queues Used in the Requester DUA Update/Amend Process

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 awaiting CMS Contact (COR) approval or awaiting DMT 

certification.
• 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 Used in the Requester DUA Update/Amend Process, 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.

• 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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UPDATE/AMEND A DUA
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EPPE Menu

DUA Requester – Update/Amend

Select the Update / Amend option on the DUA(s) menu to display a list of Approved 
DUAs that can be updated.
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DUA Requester – Update/Amend

List of DUAs Eligible to Update

1. A list of Approved DUAs displays.
2. Select the View link or Search for the DUA to update.

Note: If there are multiple pages of Approved DUAs, the Previous and Next
buttons become enabled for scrolling through the listing.
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DUA Displays

DUA Requester – Update/Amend

1. The My DUA screen displays.
2. Select the Update button.
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DUA Review Screen Displays

DUA Requester – Update/Amend

1. The first half of the Update DUA 
Request Review screen displays on 
this slide with the following editable 
sections: 

• Main Information
• Subcontractor Organization(s)
• Custodian/DESY Users

2. The second half is displayed on the 
next slide.
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DUA Requester – Update/Amend
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DUA Review Screen Displays

The second half of the Update DUA 
Request Review screen is displayed here 
with the following editable sections:

• Existing Data File Descriptions
• Re-use Data File Descriptions
• New Data File Descriptions
• Documents
• Comments



DUA Requester – Update/Amend

Edit DUA: Main Section

Select the Edit button associated with  
the Main Information section.
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DUA Requester – Update/Amend

Edit DUA: Main Section

1. Editable Main Information section.
2. Update applicable fields and select the Save button.
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DUA Requester – Update/Amend

Edit DUA: Subcontractor Organization(s)

Select the Edit button associated with the 
Sub-contractor Organization(s) section to 
make changes.

24



DUA Requester – Update/Amend
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Edit DUA: Subcontractor Organization(s)

1. Editable Organization(s) section.
2. In this example, the Approved DUA being updated shows the original selections:

• The No button was selected to answer the question “Do you wish to add/remove 
a sub-contracting organization(s) to this DUA request?”.



DUA Requester – Update/Amend

Edit DUA: Subcontractor Organization(s)

1. You can perform the following actions:
• Select the Yes button to add sub-contracting organization(s) to the table.

2. Select the Save button after adding sub-contracting organization(s).
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Edit DUA: Custodian/DESY Users

DUA Requester – Update/Amend

Select the Edit button associated with the 
Custodian/DESY Users section to make changes 
if applicable.
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DESY USER Screen: The DESY User

DUA Requester – Update/Amend

1. The Custodian(s)/DESY User screen displays.
2. Select the Add Custodian(s)/DESY User button if Custodians need to be added as DESY Users to access 

data from the DESY System.
Notes:  
• Users who need direct access to DESY data files need to be added as DESY Users on the DUA.
• DESY Users added will automatically display in the Custodians List.
• DESY Users can be removed from the Custodians List on a DUA. This does not remove them as a DESY User.
• If you remove a DESY User from the DUA, this removes them as a Custodian on the DUA.
• It is optional to add DESY Users but you must have at least one (1) Custodian on the DUA.
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DESY USER Screen: Add a DESY User

DUA Requester – Update/Amend

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.

29



DESY USER Screen: DESY User Table

DUA Requester – Update/Amend
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1. The user displays in the table.
2. You can select the Add Custodian/DESY User button to add another DESY User.
3. You can select the Edit link to edit the Custodian/DESY User.
4. You can select the Remove link to remove Custodian/DESY User from the table.
5. Select the Done button when all Custodian/DESY Users have been added/updated.
Note:  Removing a Custodian/DESY User from the table removes them as a Custodian
on the DUA.



DUA Requester – Update/Amend

Edit DUA: Existing Data Files

Select the Edit button associated with the 
Existing Data File Descriptions section.
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DUA Requester – Update/Amend

Edit DUA: Select Existing Data Files

1. The Update Data File(s) 
Selection section becomes 
editable.

2. Select the Data File(s) that 
need editing.

3. Select the Add selection to 
Update DUA request button.
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DUA Requester – Update/Amend

Edit DUA: Edit Existing Data Files

1. The selected Data File moves to the 
update table below.

2. The Status of the data file reflects 
Not Updated.

3. Select Edit to change any of the data 
file attributes.

4. Select the Remove link to remove 
the file from the update table.

Note: Remove does not delete the file 
from the system.  It will only remove the 
file from the update table below and 
place it back in the list of data files to be 
selected above.
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DUA Requester – Update/Amend

Edit DUA: Existing Data File(s) Data File Extraction Attributes

1. The Data file extraction tab on the 
Data file information screen 
displays with the original file 
information.

2. You can add additional years , 
quarters, and states to the file if 
applicable. 

3. Select the Add button.
4. Select the Next button.
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Edit DUA: Existing Data File(s) Custodians

DUA Requester – Update/Amend

1. In this example, the Custodians tab on the Data file information screen displays with the Custodian
information from the file on the Approved DUA. This information is view-only.

2. Select the Next button.
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DUA Requester – Update/Amend

Edit DUA: Edit Existing Data File(s) Shipping Information

1. The Shipping Information tab on the 
Data file information screen displays with 
the file’s original shipping information.

2. Make changes if needed. You can make 
the following changes:

• Remove existing Shipping Details 
from the table.

• Change the Access Method.
• Change the Data Disseminating 

System.
• Change/Add the Data Shipping 

Location.
• Change the Primary Recipient.
• Change/Add Carrier.

3. Select the Finish button.
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DUA Requester – Update/Amend

Edit DUA: Existing Data File(s) Attribute Updates Completed 

1. The Update Data File(s) 
Selection screen redisplays.

2. The file Status changed to 
Updated.

3. If multiple data files were 
selected, edit the attributes 
and ensure each file’s status is 
changed to Updated.

4. Select the Done button.

Note:  You can select the Remove
link to remove files from the table.
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DUA Requester – Update/Amend

Edit DUA: Re-use Data Files

Select the Edit button associated with the Re-use
Data File Descriptions section to add files to be 
re-used.
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DUA Requester – Update/Amend

Edit DUA: Re-use Data Files

1. The Re-use Data File(s) Selection screen displays.
2. In this example, No was selected in the approved version of the DUA.
3. Select Yes to add files for re-use.

39



DUA Requester – Update/Amend
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Edit DUA: Re-use Data Files

1. The Re-use Data File(s) Selection screen 
displays with files available to select for re-use.

2. From the list at the top of the screen, Select 
files for re-use.

3. Select the Add Selection to DUA Request 
button.

Note: Before moving to another page to select 
files, make sure you select the Add selection to 
DUA Request button to place the files in the table 
when you have completed selecting files from the 
current page.



DUA Requester – Update/Amend

Edit DUA: Re-use Data Files

1. The selected data files display in the table below. 
2. The file status displays Incomplete. 
3. Select Edit to complete required file attributes.  
4. You can select Remove to remove the file(s) just 

added to the table.

Notes:  
• If after adding Re-used data files to the table you 

decide not to re-use data files on the DUA, remove 
the files from the table, then select the No radio 
button to continue processing the DUA with no re-
used files.

• All files must be in Complete status to proceed to 
the next steps.
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DUA Requester – Update/Amend

Edit 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:
• For re-used files: The Available Year Range 

available for selection will be the range 
previously chosen for the file.

• 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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DUA Requester – Update/Amend

Re-used Data File Extraction Criteria Displays in Table

1. The selected data file 
extraction attributes display 
in the table below.

2. Select Next.
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DUA Requester – Update/Amend

Edit DUA: Re-use Data File Custodians

1. The Custodians tab displays.  In 
this example the Custodian 
displays because a DESY User
was added to the DUA.

2. Select the Custodian 
Organization Name.

3. Select the Custodian Location.
4. Select the Custodian.
5. Select the Add button.
6. Select the Next button.

Note:  You can also Add a New 
Location.
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DUA Requester – Update/Amend

Edit DUA: Re-use Data File Shipping Information

1. The Shipping Information 
screen displays with the original 
Access Method and Data 
Disseminator information.

2. Re-used files will not be re-
shipped.

3. The original shipping 
information  displays in the 
table.

4. Select Finish.
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DUA Requester – Update/Amend

Re-Used Data File Attributes Completed for First File

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

2. If multiple files were selected for re-
use as in this example,  each file’s 
attributes can be edited to Complete
status, or

3. 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.

4. Select Apply All for this example.
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DUA Requester – Update/Amend
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Re-Used Data Files: Apply All Custodians

1. The 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.



DUA Requester – Update/Amend

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

1. The 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.

Note: The Custodian/Data Storage 
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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DUA Requester – Update/Amend

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

1. The 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:  
• 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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DUA Requester – Update/Amend

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

1. The 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 – Update/Amend
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1. The Custodians table is 
populated with the 
Custodian information 
from the first re-used file 
based on the Apply All
function.

2. Select Next.

Note: The Custodian 
information is view-only on 
this tab.



DUA Requester – Update/Amend

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

1. The Shipping Information tab 
displays.

2. Note that re-used files will not 
be re-shipped.

3. The shipping information from 
the original DUA displays in 
the table.

4. Select Finish.
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DUA Requester – Update/Amend

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

1. The Re-use Data File screen 
redisplays.

2. The status for all files is Complete.
3. Select Done.

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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DUA Requester – Update/Amend
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Edit DUA: Add New Data Files

Select the Edit button associated with the New 
Data File Descriptions section.



DUA Requester – Update/Amend

Edit DUA: Add New Data Files

1. The New Data File(s) 
Selection screen displays.

2. Select the Privacy Level.
3. Select the new data file(s). 
4. Select the Add selection to 

DUA request button.
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DUA Requester – Update/Amend

Edit DUA: Add New Data Files

1. The table displays the file 
selections.

2. The file status is 
Incomplete.

3. Select the Edit link  to add 
attributes to the data file, or

4. You can select the Remove 
link to remove the file from 
the table.
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DUA Requester – Update/Amend

Edit DUA: Add New Data File Attributes

1. The 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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DUA Requester – Update/Amend

Edit DUA: Add New Data File Extraction Attributes

1. The data file extraction 
attributes display in the 
table below.

2. Select Next.
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Edit DUA: Add New Data File Custodians

DUA Requester – Update/Amend
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1. The Custodians tab displays.
2. The Organization, Custodian 

Location, and Custodians with their 
Email and Phone are displayed as 
view-only in the table.

3. Select Next.

Notes:  
• In this example, the Custodians

table is automatically populated.



DUA Requester – Update/Amend

Edit DUA: Add New Data Files Shipping Information

1. The Shipping Information tab  
on the Data File 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.
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DUA Requester – Update/Amend

Edit DUA: Add New Data Files Shipping Information

1. The expanded Shipping 
Information screen displays (this 
example is based on selecting the  
Both Direct Access and Shipping 
option).

2. Select the Access to Which Data 
Disseminator (the system defaults 
to DESY/IDR in this example 
because a DESY User was added 
to the DUA).

3. Select the Data Disseminating 
System.

4. Select the Data Shipping Location 
or Add a New Location.

5. Select the Primary Recipient.
6. Select the Carrier (optional).
7. Select Add.
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DUA Requester – Update/Amend

Edit DUA: Add New Data Files Shipping Information

1. The shipping information displays in the table.
2. Select the Finish button.
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DUA Requester – Update/Amend

Edit DUA: Data File Attributes for First File is Complete

1. The 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 to enter attributes 

for each file.

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.

• If the data file attributes should be 
different for the files, individual editing 
is available by selecting the Edit link.
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DUA Requester – Update/Amend

Edit DUA: Apply First Data File Attributes to All Files

1. The 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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DUA Requester – Update/Amend

Edit DUA: Status for All New Files Displays “Complete”

1. The New Data Files Selection 
screen redisplays.

2. The status for all data files is 
Complete.

3. Select the Done button.

Notes:  
• Select the green plus sign icon to 

see details about a data file.
• Select Remove to remove a data 

file if applicable.
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DUA Requester – Update/Amend

Edit DUA: Upload Documents

Select the Edit button associated with the 
Documents section to upload supporting 
documentation if applicable.
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Edit DUA: Upload Documents

DUA Requester – Update/Amend

67

1. The Upload Documents screen displays with a predefined document type table.  In this 
example, the Signature Addendum file was uploaded when the DUA was created. The 
Signature Addendum is a required document.

2. Select the Upload Documents button to upload additional supporting documents from 
your local computer.

Note: 
• Max file size is 2 megabytes and not all file types can be uploaded.
• A new Signature Addendum is required if any new Custodian/DESY Users were added to 

the DUA.



DUA Requester – Update/Amend

Edit DUA: Upload Documents

1. The Upload Documents pop-up 
displays.

2. Select the Choose Files button 
to select the supporting 
document(s) from your local 
computer.

3. Select the Upload 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 contents.
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DUA Requester – Update/Amend

Edit DUA: Upload Additional Documents

1. The document displays in the Upload Documents table.
2. Select the Upload Documents button to select additional files from your local computer if needed.
3. Select the Done button.
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DUA Requester – Update/Amend

Edit DUA: Add Comments

1. All updates of the DUA are complete.
2. Enter any applicable Comments (optional).
3. Select the Next button.
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DUA Requester – Update/Amend

Edit DUA: Terms and Conditions

1. The Terms and Conditions agreement 
screen displays (shown in 2 parts for 
legibility).

2. Select the I agree to the terms and 
conditions above check box.

3. Use your browser to print (if applicable).
4. Select the Submit button.
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Edit DUA: Submitted Message

DUA Requester – Update/Amend

1. The confirmation message 
displays.

2. Select the Print DUA button to 
print or save the DUA as a PDF.

3. Select the green plus sign icon to 
view the DUA Life Cycle.

4. The DUA can be viewed in the 
Submitted queue.

5. The DUA will need to be 
reviewed and Approved by the 
COR and then Certified by the 
DMT before it displays in the 
Approved queue.
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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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DUA Requester – DUA Life Cycle

Status Progressions and Actions Display

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

the life cycle list if applicable.
3. Select the Update DUA hyperlink to 

display a list of updates made.
4. Select the Red Negative Sign Icon to 

collapse the DUA Life Cycle table.
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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. The DUA Displays in HTML format  for 
printing.

2. Sections displayed are:
• Main Information
• CMS Contact (COR)
• Contract Information
• Subcontracting 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 SEARCH
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Searching for a DUA

DUA Requester – Search

78

On the Search Menu, select DUA Search.



DUA Requester – DUA Search

Enter DUA Search Criteria

1. The DUA Search screen displays.
2. Enter the Search Criteria.
3. Select the Search button.
4. Select the Clear Criteria button to 

start another search.

Note:  The “Search” button must be 
clicked to initiate the search function.  
Clicking the “Enter” key does not initiate 
the search function.
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DUA Requester – DUA Search

Results Display for the DUA Search

1. The DUA Search Results Screen
displays the search criteria  at the 
top of the screen.

2. The Search Results list displays  in 
the table.

3. Select the View link to display 
DUA details.
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DUA Requester – DUA Search

View DUA Details

1. The My DUA Details screen 
displays.

2. Select the Print DUA button 
to access printing options.

3. Select the green plus sign 
icon associated with the 
following to expand the 
sections and view details:

• DUA Life Cycle
• DADSS Comments (not 

shown  in this example)
• Data File(s)

4. Select the Back to Results 
button to return to the DUA 
search results screen.
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DUA Requester – DUA Search Report

Results Display for the DUA Search

1. The DUA Search Results Screen 
redisplays with the search criteria.

2. Select the Export Search Result to 
Excel button to generate a report.
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DUA Requester – DUA Search Report

Open Downloaded Report

1. The DUA Search Results Excel  Report is downloaded and displays at the bottom of the 
screen.

2. Select the file to open it.
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DUA Requester – DUA Search Report

Potential File Action Messages

1. Depending on your internet browser and other settings, messages may display asking if the 
file should be opened or saved.

2. Select the Open or Save option.
Note: The examples shown are not all-inclusive.
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DUA Requester – DUA Search Report

Potential Compatibility and Security Messages

1. Browser messages may also display asking if the file should be trusted.
2. Select the Allow option if you trust the website.
3. Microsoft Excel may display a file format/extension compatibility message.
4. Select the Yes button on the Microsoft Excel message if you trust the source.
Note:  The examples shown are not all-inclusive.
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DUA Requester – DUA Search Report

Downloaded Report Details

The Excel Report of Exported DUA Search Results displays on the first tab.
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DUA Requester – DUA Search Report

Downloaded Report Search Criteria

Select the second tab of the Excel Report of Exported DUA Search Results 
to display the Search Criteria.
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DUA Requester – DUA Search

Return to the DUA Search Screen

Select the Back to Search button to 
return to the DUA Search screen.
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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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