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Training Topics (cont.)

Training Topics in this Module

• EPPE COR Manage Access
– Removing a Role
– Requesting Additional Role(s)
– Proxy Role Assignment

• EPPE COR DUA Search
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CMS Contact (COR) – EPPE Login

EPPE Welcome Screen and Menu

The EPPE Welcome Screen displays with the EPPE Menu for the  CMS Contact (COR).
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 MANAGE ACCESS - REMOVING A ROLE 
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Please log out and log back In to oonlirm your request has been processed. 

My Roles 

Orgonlzeitlon Nnme Rof,o I Data D iss.em lnmlon system Removo 

CENTERS FOR MEDICARE .;md t.1E'OICA1D SERVICeS (CMS) 

CENTERS FOR MEOtCARE .and MEDICAID SERVICES (CMS) 

CE:NT£RS FOR MEDICARE and ME:DtCA.10 S£RV'ICES (CMS) 

CENTERS FDR MEDICARE -t1nd t-a1EOfCAIO SERVICES (CMS) 

CENTERS FOR MEDICARE and MEDICAID SEAVIOES (CMS) 

CENTERS FOR ME.OICARE. anci r.1E.DlCA1D SE.R\'lG'ES (CMS) 

CENTERS FC>A: MEDICARE and MEOlCAID SE-RVICES (CMS) 

CENT5RS Faff MEDtCAFtE. .ind MEOIC~D SER'VlCES (CMS) 

CENTERS FOR MEDICARE .and MEOICAJD SERVl'CES (CMS) 

BOSTON UNIV'E:R:-SrTY 

UNNERSITY OF MARYL.ANO 

GEORGE WASH NGTON UMVERSfTY (G\N'U) 

Select an opuon • 

Reqvesl Additional Role (1) 
Pro.,ty Role ,l 

RESEARCH CATA ASSISTANCE CENTER (R~OAC) 

EPPE AOMI STRATOR 

OATA£NTRY 

NON 0UA OATA ENTRY 

OMS CONTACT (CORI 

ADVISORY BOARO COORDINATOR 

CONTRACTOR DUA MANAGEMENT TEAM 

RESEARCHER DUA MANAGEME.ffT TEAM 

PAYMENT COOA.OlNAlOR 

DUA 'R~OUE:S'fER 

DUA 'REOUES-TER 

DUA REQUESTER 

,..,,,.,.., 

*"* 

CMS Contact  (COR)  – Remove a  Role 

EPPE Roles Display 

1. The My Roles table displays with the Organization Names, Roles and Data
Disseminating Systems to which you have access.

2. Select the Remove link associated with the role you want to remove.
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Name 

CENTERS FOR MEDICARE and MEDICAID SERVICES (CMS) 

CENTERS FOR MEDICARE and MEDICAID SERVICES (CMS) 

CENTERS FOR MEDICARE and MEDICAID SERVICES (CMS) 

SERVICES (CMS) 

Role 

RESEARCH DATA ASSISTANCE CENTER (ResDAC) 

EPPE ADMINISTRATOR 

DATA ENTRY 

NON DUA DATA ENTRY 

Role Delete Request 

Are you sure you want to delete your RESEARCHER DUA 

CENTERS FOR MEDICARE and MEDICAID 

CENTERS FOR MEDICARE and MEDICAID 

CENTERS FOR MEDICARE and MEDICAID 

CENTERS FOR MEDICARE and MEDICAID 

CENTERS FOR MEDICARE and MEDICAID 

CENTERS FOR MEDICARE and MEDICAID 

BOSTON UNIVERSITY 

MANAGEMENT TEAM role wi th CENTERS FOR MEDICARE 

UN IVERSITY OF MARYLAND 

GEORGE WASHINGTON UNIVERSITY (GWU) 

Select an option * 

Request Additional Role ? 

Proxy Role ? 

and MEDICAID SERVICES {CMS)? 

DUA REQUESTER 

DUA REQUESTER 

G Yes 

Data Dissemination System EM::i-§1 
Remove 

Remove 

Remove 

Remove 

X Remove 

A Remove n Remove 

T Remove 

Remove 

Remove 

Remove 

Remove 

CMS Contact  (COR)  – Remove a  Role 

Confirm Deletion of Role 

1. The Role Delete Request popup 
displays.

2. Select the Yes button.
Note: Selecting No will not remove the role.
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ACCESS 

Please log out and log back in to confirm your request has been processed. 

My Ro les 

Organization Name 

C ENTE RS FO R M EDICARE a nd M EDICAI D S ERVICE S (CMS) 

C ENTE RS FO R M EDICARE a nd M EDICAI D S ERVICE S (CMS) 

C ENT ERS FO R M EDICARE a nd M EDICAI D S ERVICE S (CMS) 

C ENT ERS FO R M EDICARE a nd M EDICA ID S ERVICE S (CMS) 

C ENT ERS FO R M EDIC A RE a nd M EDICA ID S ERVICE S (CMS) 

C ENT ERS FO R M EDICARE a nd M EDICAI D S ERVICE S (CMS) 

C ENT ERS FO R M EDICARE a nd M EDICAI D S E RVICE S (CMS) 

C ENT ERS FO R M EDICARE a nd M EDICAI D S ERVICE S (CMS) 

BOSTON U N IV ERS ITY 

UN IV ERS ITY O F MARY LAND 

G EO R G E WASHINGTON U N IVERSIT Y (GWU ) 

Select an option * 

0 Request Additional Role (D 
G Proxy Role (D 

Role 

R E SEAR CH DATA ASSISTAN C E C E N T E R (R esD AC) 

EPPE ADM INIS T RAT O R 

DATA ENT RY 

NON DUA DATA ENT R Y 

CMS CONTACT (COR) 

A DV ISOR Y BOAR D COORD INA TOR 

CONT RACT O R DUA MAN AGE M ENT T EA M 

PAYM ENT COORDINATO R 

DU A REQUE ST ER 

DUA REQUE ST ER 

DUA REQUE S T ER 

Data Dissemination System �d::i-hi 
Remove 

R emove 

R emove 

R emove 

R emove 

R emove 

Remove 

R emove 

R emove 

R emove 

R emove 

CMS Contact  (COR)  – Remove a  Role 

EPPE Roles Display 

1. The Manage Access My roles screen redisplays with message, “Please log
out and log back in to confirm your request has been processed.”

2. The deleted role does not display in the list.
Notes:
• You can delete other roles, but you must retain at least one role.

7



 MANAGE ACCESS - ADDING A NEW ROLE 
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CMS Contact  (COR)  – Manage Access 

EPPE Menu 

CMS.gov IM y Enter p n s e Po rt a I iEMyApps e UserName ... &Help [+Log out 

Enterprise Privacy Policy Engine 

EPPEHome 

OUA(s) 

DUA(s) - Pending Actions 

Search 

DUA Search 

My Access 

My Preference(s) 

Email Preference 

ExitEPPE 

Logged in as: CMS CONTACT (COR) 

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. 

Version 22.0 

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

Select the Manage Access option on the My Access menu. 
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MANAGE ACCESS 

P lease log out a n d log back in to confirm your request has been processed. 

My R o les 

Or-ganization Name 

C EN TERS F O R M E D ICARE a n d M ED ICAID SERVIC E S (CM S ) 

C EN TERS F O R M E DI CARE a n d M EDI CAID SERVIC E S (CM S) 

C EN T ERS F O R M E DI CARE a n d M EDI CAID SERVIC E S (CM S ) 

C EN T ERS F O R M EDICARE a n d M ED ICAID SERVIC E S (CM S ) 

C EN T ERS F O R M E D ICARE a n d M ED ICAID SERVIC E S (CM S ) 

C EN TERS F O R M E DI CARE a n d M ED ICAID SERVIC E S (CM S) 

C EN T ERS F O R M E D ICARE a n d M ED ICAID S ERV IC E S (CM S ) 

C EN T ERS F O R M EDICARE a n d M EDI CAID SERVIC E S (CM S) 

C EN T ERS F O R M EDI CARE a n d M EDI CAID SERVIC E S (CM S) 

B OSTON U N IV ERS ITY 

UN IV ERS IT Y O F M A R Y LAND 

G E O R G E WASHINGT O N U NIVERSIT Y (GWU ) 

Select an option * 
E) Request Additiona l Role (D 

Proxy Role (D 

Role 

RE S EARCH DATA ASS ISTAN C E C E N T E R (R esD AC) 

EPPE ADM IN ISTRAT O R 

D ATA ENT R Y 

N ON D U A D ATA E N T RY 

CMS CON TACT (COR) 

A D V ISORY BOARD COORD IN ATOR 

CONT RACT O R D U A MAN AGEME N T T EAM 

RES EARCHER D U A MANAGE M ENT T E A M 

PA Y M E N T C O ORDINA T O R 

DUA REQU E S T E R 

DUA REQU E S T E R 

DUA REQU E S T E R 

Data Dissemination System 
J E,H::HIM 

R emove 

R emove 

R emove 

R emove 

R emove 

R emove 

R emove 

R emove 

R emove 

R emove 

R emove 

R emove 

-

CMS Contact  (COR)  – Manage Access 

EPPE Roles Display 

1. The Manage Access screen displays with the Organization Names, Roles
and Data Disseminating Systems to which you have access.

2. Select the radio button associated with Request Additional Role.
3. Select the Next button.
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ACCESS 

Request Additional Role 
Required fields are marked with an asterisk (*). 

Enter Organization Name • : Search by entering at least 3 characters Cannot locate the Organization? (J) 

Role • : f_s=-e:.:.lec=t =•n.:_0=.Pe:.:~:.:o:.:.n _________________ •:.....J 

HMM 
Selected Role Request 

� Organization Name - Data Dissemination System -
+·@+ EH%HMWiiM 

CMS Contact  (COR)  – Manage Access 

Select Organization 

1. The Manage Access screen displays to Request an Additional Role.
2. Enter the Organization Name to which you need access to display a list of

organizations matching the search criteria - in this example enter CMS.
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ACCESS 

Request Additional Role 
Required fields are marked with an asterisk(*). 

Enter Organization Name * : CM~ Cannot locate the Organization? (l) 

Role * : 

Selected Role Request 

1----------------------L---~ 
CENTERS FOR MEDICARE AND MEDICAID SERVICES (CMS) 

CMS 

M#i 

� Organization Name - Data D1ssemmat1on System 

- -
EVitiiH&Wffiii 

CMS Contact  (COR)  – Manage Access 

Select Organization 

1. The Organization Name drop down list displays based on the search criteria.
2. Select the Organization from the list.

Note: You must select the organization from the list. 
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CMS Contact  (COR)  – Manage Access 

Add New Organization 

If the organization does not exist in the EPPE System, select the 
Cannot locate the Organization? link. 
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Request New Organization 

Required fields are marked with an asterisk ( *). Please enter 
your 

Organ ization information. 

Organization Name * : 11 I (i) .__ ____________ __J 

Address Type * : 

@Domestic Address International Address (i) 

Address Line 1 * : I I (i) 

Address Line 2 : I I (i) 

Address Line 3 : I I 
(i) 

City * : I I 
(i) 

State * : [ Select an Option y l (i) 

Country: UNITED STATES OF AMERICA )( (i) 

Zip Code * : I I (i) 

Zip Code Extension : I I (i) 

W1ii¥fiiMM¥i:iMM 

X 

DUA Requester  – Manage  Access for New  Role 

Add New Organization 

1. The Request New Organization
pop-up displays.

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

defaults to Domestic
Address. Select International
Address if applicable. This
occurs rarely

• Address
• City
• State
• Country (if not US)
• Zip Code
• Zip Code Extension (optional)

3. Select the Submit button.
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ACCESS 

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

CMS Contact  (COR)  – Manage Access 

Add New Organization Submission 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. A new Organization requires EPPE Administration Approval. Re-Start the Role request
with the organization once the organization is approved.
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ACCESS 

Request Additiona l Role 

Required fields are marked with an asterisk (*). 

Enter Organization Name * : CENTERS FOR MEDICARE AND MEDICAID SERVICES (CM! Cannot locate the Organization? (l) 

Role * : 

ff·@+ 

Select an Option 

LIM ITED DATA SET DUA MANAGEMENT TEAM 

PRIVACY BOARD CHAIR 

QE DUA MANAGEMENT TEAM 

RESEARCH DATA ASSISTANCE CENTER (ResDAC) 

RESEARCHER DUA MANAGEMENT TEAM 

SH IPPER 

n System -
MHfiHSWiiM 

CMS Contact  (COR)  – Manage Access 

Select a Role 

1. Place the cursor in the Role drop-down selection box to display a
list of eligible roles for the organization.

2. Select the DUA Requester from the list.

Note: You must select the role from the list. 
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ACCESS 

Request Additional Role 

Required fields are marked with an asterisk (*). 

Enter Organization Name * : CENTERS FOR MEDICARE AND MEDICAID SERVICES (CM! Cannot locate the Organization? Q} 

Role * : [ NON-DUA VIEWER x • ] 

HMM 
Selected Role Request 

� Organization Name - Data Dissemination System Action 

- MHtiiHS• iii 

CMS Contact  (COR)  – Manage Access 

Select a Role 

1. The Role displays in the field.
2. Select the Add button.
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MANAGE ACCESS 

Request Additional Role 
Required fields are marked with an asterisk(*). 

Enter Organization Name * : CENTERS FOR MEDICARE AND MEDICAID SERVICES (CM! Cannot locate the Organization? (D 

Role * : [ Select an Option " l 

+n+ 
Selected Role Request 

I Organization Name Role Data Dissemination System 1-#ii-i:E 
CENTERS FOR MEDICARE AND MEDICAID SERVICES (CMS) NON-DUA VIEWER Remove 

- SHMIHWW#IM 

CMS Contact  (COR)  – Manage Access 

Select a Role 

1. The Organization and Role display in the table below.
2. You can add other role requests to the table.
3. Select the Remove link to remove a request from the table if applicable.
4. Select the Submit button.
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ACCESS 

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

I 

CMS Contact  (COR)  – Manage Access 

Role Request Acknowledgment 

1. The Manage Access screen displays with the confirmation
message.

2. The EPPE Administration Team will review the request and
determine if it should be approved.

3. Once a role is approved the user will have to log off and log
back on in order to see the new role.
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CMS Contact  (COR)  – Manage Access 

EPPE Menu 

CMS.gov IM y Enter p n s e Po rt a I iEMyApps e UserName ... &Help [+Log out 

Enterprise Privacy Policy Engine 

EPPEHome 

OUA(s) 

DUA(s) - Pending Actions 

Search 

DUA Search 

My Access 

My Preference(s) 

Email Preference 

ExitEPPE 

Logged in as: CMS CONTACT (COR) 

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. 

Version 22.0 

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

Select the Manage Access option on the My Access menu. 
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PROXY ASSIGNMENT  - CMS  CONTACT (COR)  
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CMS Contact  (COR)  – Proxy Assignment 

EPPE Menu 

-------------------------------------------------------------------------
CMS.gov IM y Enter p n s e Po rt a I iEMyApps e UserName ... &Help [+Log out 

Enterprise Privacy Policy Engine 
Logged in as: CMS CONTACT (COR) 

EPPEHome 

OUA(s) 

Welcome to EPPE 
DUA(s) - Pending Actions 

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). 

Search 
Goals: 

DUA Search 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. 

My Access 
Version 22.0 

My Preference(s) 

Email Preference 

ExitEPPE 

Select the Manage Access option on the My Access menu. 
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ACCESS 

Please log out and log bad; in to conflllll your request has been processed. 

My Roles 

Organlzatlon Name Role I Data OlssemlnaUon System Remove 

CENTERS FOR MEDICARE and t.tEDIC/11D SERVICES (CMS) 

CENTERS FOR MEDICARE and MEDICAID SERVICES (Ct.IS) 

(~ N 11 HS I Oil Ml IHC:AW and Ml �IC:Alll Si INI(~ $ (Cl!S) 

CENTERS FOR MEDICARE and MEDICAID SERVICES (CMS) 

CENTERS FOR MEDICARE and MEDIC/IJD SERVICES (CMS) 

CENTERS FOR MEDICARE and MEDICAID SERVICES (CMS) 

(~ NII HSI Oil Ml 1!11:Allt and I.ti lllC:AlllSfllVICfS(WS) 

CENTERS FOR MEDICARE and MEDICAID SERVICES (CMS) 

BOSTON UNIVERSITY 

UNIVERSITY OF MARYLAND 

rn <Mlf, WASIIINGION IINIVI llSI IY (C;WUJ 

Select an option • 

R UCSI Addltlonal Role Q) 
• Proxy Role , 

RESE/IRCH DArn /\SSIST/\NCE CENTER (ResDAC) 

EPPE ADMINISTRATOR 

llAIAENIHY 

NON DUA DATA ENTRY 

CMS CONTACT (COR) 

ADVISORY BOARD COORDINATOR 

C:ONlllACIOllil(IAMANAGCMlNI If AM 

PAYMENT COORDINATOR 

DUA REQUESTER 

DUA REQUESTER 

lllJARI rnn 511 ll 

Remove 

Remove 

Rerno..e 

Remove 

Remove 

MIMI 

CMS Contact  (COR)  – Proxy Assignment 

EPPE Roles Display 

1. The My Roles table
displays with the
Organization Names
and Roles to which
you have access.

2. Select the radio button
associated with Proxy
role.

3. Select the Next
button.
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CMS Contact (COR) – Proxy Assignment

MANAGE PROXY ROLE SCREEN

The Manage Proxy Role page is displayed.
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CMS Contact (COR) – Proxy Assignment

Manage Proxy Role Screen

1. Select your organization from the dropdown.
2. Select your COR Proxy’s name from the dropdown.
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CMS Contact (COR) – Proxy Assignment

MANAGE PROXY ROLE

1. Select the start and end date. The end date is optional.
2. Select the “Add” button.
3. Select “Submit.”
Note: You can assign up to two COR proxies.
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CMS Contact (COR) – Proxy Assignment

MANAGE PROXY ROLE

1. The COR proxies appear in the current proxy table.
2. The start and end dates are displayed.
3. User can edit or delete the COR proxy information.
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CMS Contact (COR) – Proxy Assignment

MANAGE PROXY ROLE

1. If to “Edit” a proxy, a pop-up appears and you can “Edit” the “Start”
and “End” date.
2. You can also delete a Proxy which will end their Proxy assignment.
Note: You cannot select a past start date.
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PROXY PRIVILEGES 

• CMS Contact (COR) can assign up to two proxies. 

• The COR proxy can app,r,ove, deny and request mo,re information o,n behalf of the CMS Contact (1COR). 

• The COR p~oxy will lbe able to ta1ke action1 on 1111 the DUAs that the CM1S Conta,ct (COR) is assigned to while 
working as their prox.y. 

• Once the proxy ass·gnment ends they will no longer have access to, the DUAs they have approved 
denied or requested more inf,01rmation on behalf of the CMS Contact (COR). 

• ACOR proxy can work. as a 1proxyfor multipl,e CMS Contaict (CORs). 

CMS Contact  (COR)  – Proxy Assignment 

COR PROXY’S PRIVILEGES 
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DUA SEARCH
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CMS Contact (COR) – Search

On the  Search Menu, select DUA Search.

Searching for a DUA
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CMS Contact (COR) – Search

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 will not work if 
the “Enter” button is selected.  You 
must select the “Search” button.

Enter DUA Search Criteria
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CMS Contact (COR) – 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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CMS Contact (COR) – Search

View DUA Details

1. The My DUA Details screen displays.
2. 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)

3. Select the Download link associated with any of the
documents to view the supporting documentation
details.

4. Select the Print DUA button to  print the DUA or save
it in PDF format.

5. Select the Back to Results button to return to the
DUA search results screen.

Notes: 
• Refer to prior slides describing displaying data file

details and viewing attachments.
• Displaying the DUA Life Cycle and Printing the DUA

will be described next.
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CMS Contact (COR) – DUA Life Cycle

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

Displaying the DUA Life Cycle
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CMS Contact (COR) – 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 Red Negative Sign
Icon to collapse the DUA Life
Cycle table.
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CMS Contact (COR) – Print DUA

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

How to Print the DUA
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CMS Contact (COR) – Print DUA

1. The Select to Print a DUA pop up
appears.

a) Select Print DUA Review to
print only the Review
screen.

b) Select Print DUA Life Cycle
to print only the Life Cycle.

c) Select Print All to print DUA
Review and DUA Life Cycle.

2. In a separate tab, the screen will
display a view of your selection
for printing.
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CMS Contact (COR) – Print DUA

DUA in HTML Displays for Printing

1. In a separate tab, the DUA displays
in HTML format for printing.

2. Sections displayed are:
• Main Information
• CMS Contracting Officer

Representative (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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CMS Contact (COR) – DUA Search

View DUA Details

1. Select the CMS Enterprise Portal tab to re-display the
My DUA screen.

2. Select the Back to Results button.
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CMS Contact (COR) – Search

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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CMS Contact (COR) – Search

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

2. Select the file to open it.

Open Downloaded Report
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CMS Contact (COR) – Search

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.

Potential File Action Messages
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CMS Contact (COR) – Search

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.

Potential Compatibility and Security Messages
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CMS Contact (COR) – Search

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

Downloaded Report Details
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CMS Contact (COR) – Search

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

Downloaded Report Search Criteria
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CMS Contact (COR) – Search

Return to the DUA Search Screen

Select the Back to Search button to 
return to the DUA Search screen.
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EPPE Help Desk InformationEPPE Help Desk Information

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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