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Training Topics 

 Training Topics in This Module
 
  

 
  

  

• EPPE Application Access Prerequisites
• Basic Information About EPPE
• Print LDS DUA

– Print a New/Re-Use LDS DUA
– Print Update/Amend LDS DUA

• EPPE Help Desk Information
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EPPE ACCESS PREREQUISITES 



 

    
 

   

EPPE Access Prerequisites 

CMS Enterprise Portal Access, IDM Credentials, and EPPE Access 

• Obtain access to the CMS Enterprise Portal 
• Access CMS Portal 

– https://portal.cms.gov/ 
• Obtain Identity Management (IDM) Credentials, Multi-Factor 

Authentication (MFA) and EPPE Access 
– https://www.cms.gov/files/document/eppeidm.pdf 
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https://portal.cms.gov/
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cms.gov%2Ffiles%2Fdocument%2Feppeidm.pdf&data=04%7C01%7Cjudy.moreno%40newwave.io%7C99aa706d27f342a8fd7b08d8be304eed%7Ce23fb87b9a87474d9d8191d0af53601d%7C0%7C0%7C637468461988317962%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=xfZKwxTZ0Pl62v%2B%2B4F08jrRlADCrgG%2FFPO7BpcRLPVs%3D&reserved=0
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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. 



  

 
6 

PRINT A NEW/RE-USE LDS DUA 



  

       

Re-Use DUA Request Mfflfm/•M 
i:':Mf H::liH:► &·Miiih• &¥++++♦ l:l%1¥ifi► 

DUA Number : LDSS-2019-54177 

DUA REQUEST STATUS 
Your DUA request LDSS-2019-54177 has been submitted for approval. You will receive a follow-up email notification . To view the status of your DUA request navigate to "My DUA(s)". 

DUA Life Cycle 

MAIN INFORMATION 

DUA Number . 

DUA Customer Type · 

DUA Request Type 

DUA Status . 

Requested Date · 

Requester: 

Requeste(s Email . 

Requeste(s Phone Number . 

Last Updated By: 

Organization Name 

Study/Project Aim . 

Project Name : 

LDSS-2019-54177 

Limited Data Set 

CREATE DUA 

Submitted 

05-07-2019 

Demo UserOne 

test@eppe.com 

(410) 555-1212Ext-null 

Demonstration Organization 1 

Test Study 

Test Study 

0 
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DUA Requester – Print New/Re-Use DUA 

How to Print the DUA 

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



 

       
  

      
     

 

Select to Print a DUA 

Select an option * 

0 Print DUA Review 

0 Print DUA Life Cyc le 

0 Print All 

Close Print 
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DUA Requester – Print New/Re-Use DUA 

The Select to Print DUA Pop-Up Displays 

1. Use Print DUA Review to print all sections of the DUA with the
exception of the DUA Life Cycle.

2. Use Print DUA Life Cycle to print the DUA Life Cycle only.
3. Use Print All to print both the DUA Review and DUA Life Cycle.
4. Select the Print Button.



  

   
  

UA: LDSS-2019-54177 

MAIN INFOR.l\L\TION 

DUA umbtt: LDSS-2019-541 77 
DUA Customer Type : Limited Data Set 
DUA Stanis: Submitted-Waiting for Limited Data Set DUA Management Team Approval 
Requested Date: 5nfl019 
Requester: Demo UserOne 
Requester Organization Name: Demonstration Organization I 
Requester Email Address: test@eppe.com 
Requester Phone Number: (410) 555-1 212 

Project Name: Test Study 
Privacy Act Authorization Code: RESEARCH RU 
HIPAA Authorization Code: Limited Data Set 

Collaboratin~ Organization 

1. NORTI! CAROLINA STATE UNIVERSITY 

DOCUMENTS 

Document I Due and Time I 
I 1 I LDS_\\'owheet_Sample.xlsx I May 0 7, 2019 02:20:56 PM I 
I 2 I Upload_Test_File.lXt I May 07, 2019 02:21:25 PM I 

CUSTODIANS. 

I ID I User Name I :EUA User Id I Or;anintioo I Email Address I PboH Number I Address I 
I 1 I Demo UserOne I I Demonstration Organization t I test@eppe.com I (410) 555-1212 1 t B Main S1ree1, Baltimore, Maryland, 21244, USA I 

DATA FILE DESCRIPTION 

I ID I Da1a file Description I f rom Year I To Year I Quarter{,) I Ex1raction % I Re-Used from DUA I Acceu Type I S1a1us I Disposition Reason I 

PENDING DATA FILE DESCRIPTION 

I ID I Dau file Description I f rom Year I To Year I Quarter{,) I Extraction % I Re-Uud from DUA I Actess Type I S1a1ns I Disposition Rn.sou I 

REQUESTER PROXY 

I Finl Name I Last Name I Organization Name I EmailAddnn I Phone Number I 
I Demo I User Two I Demonstration Organization I I test@eppe.com I 41 0SSS 1212 I 
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DUA Requester – Print New/Re-Use DUA 

Print DUA Review Displays for Printing 

1. The  DUA  Displays in HTML format  for 
printing. In this  example,  Print DUA 
Review was selected.

2. Sections  displayed are:
• DUA Number
• Main Information
• Collaborating Organization
• Documents
• Custodians
• Data  File Description
• Pending  Data  File Description
• Requester Proxy

3. Select the  Print link  to:
• Print  the DUA  or
• Save  the  DUA in PDF f ormat
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DUA Requester – Print New/Re-Use DUA 

Print DUA Life Cycle Displays for Printing 

1. The  DUA  Displays in HTML format  for  printing.  In this example,  Print DUA 
Life Cycle was selected.

2. Sections  displayed are:
• DUA Number
• DUA Life Cycle

3. Select the  Print link  to:
• Print  the DUA  or
• Save  the  DUA in PDF f ormat



 
LDSS-2019-54177 

MAIN INFORMATION 

DUA Number: LDSS-20 19-54 177 
DUA Customer Type: Limited Data Set 
DUA Status: Submitted-Waiting for Limited Data Set DUA Management Team Approval 
Requested Date: 5nfl019 
Requester: Demo UserOne 
Requester Organization Name: Demonstration Organization 1 
Requester Email Address: test@eppe.com 
Requester Phone Number: (4 10) 555-1212 

Project Name: T~t Study 
Privacy Act Authorization Code: RESEARCH RU 
HIPAA Authorization Code: Limited Data Set 

Collaborating Organization 

I. ORTH CAROLINA STATE UNIVERSITY 

DOCUMENTS 

ml Document I Date Hd Time I 

I I LDS_Worbhttt_Sample.xlsx [May 07, 20 19 02:20:56 PM I 
2 IUpload_Test_File.txt [May07,201902:21:25PM[ 

CUSTODIANS, 

ID I User Name I EUA User Id I Organiution I Email Address I Phone Number I Address I 
I I Demo UsetOne I I Demonstration Organization t I test@eppe.com I (410) 555-1212 I t23 Main Street, Baltimore, Maryland, 21244, USA I 

DATA FILE DESCRIPTION 

ID I Data File Desc:rip rion ] From Yur ] To Yur I Quaner(s) I E:1:traction % I Re-Used From DUA I Acc:eu Type I Status I Disposition R u son I 

PENDING DATA FILE DESCRIPTION 

I ID I Data File Deurip1ion ] From Yu r ] To Yur I Quan er(s) I Euraction % I R~Used From DUA I Aueu Type I Status I Disposition R eason I 

REQUESTER PROXY 

I Fin l Name I Lan Name I Ori::anizuion Nam e I E mail Address I Phone i".umbe r I 
I Demo I User Two I Demonstration Or!a.nization l I test@eppe.c:om I 410S5Sl212 I 

DUA Life Cycle 

DUA Sutus DUA Ac: tion Date DUA Action Ac:tion Uur Commenu 

Submitted-Waitin! for Limited Data Set DUA Mana!ement Team Appro\·al Tue May 07 14:3 1:44 EDT 2019 CREATE DUA Demo UserOne Submitting this new DUA for reasons x, y, and z 

lo Progress TueMay07 14:23: 16EDT 2019 CREATE DUA DemoUserOne 

loProgres.s Tue May 07 13:22:41 EDT 20 19 CREATE DUA Demo UserOne 

In Progress Tue May 07 12:56:46 EDT 20 19 CREATE DUA Demo UserOne 

InProgress Tue May 07 12:54:51 EDT 20 19 CREATE DUA Demo UserOne 

Io Progress Tue May 07 12:53:20 EDT 2019 CREATE DUA Demo UserOne 

Specia!Jns1ruc1ions 
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DUA Requester – Print New/Re-Use DUA 

Print All Displays for Printing 

1. The  DUA  Displays in HTML format  for 
printing. In this  example,  Print All was
selected.

2. Sections  displayed are:
• DUA Number
• Main Information
• Collaborating Organization
• Documents
• Custodians
• Data  File Description
• Pending  Data  File Description
• Requester Proxy
• DUA Life Cycle

3. Select the  Print link  to:
• Print  the DUA  or
• Save  the  DUA in PDF f ormat
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PRINT AN UPDATE/AMEND LDS DUA 



 

    

  
DUA Request l+@i·h•I 

DUA Number : LDSS-2019-53844 

DUA REQUEST STATUS 
Your DUA request LDSS-2019--53844 has been submitted for approval. You will receive a follow-up email notification. To view the status of your DUA request navigate to "My DUA(s)". 

DUA Life Cycle 

MAIN INFORMATION 

DUA Number : 

DUA Customer Type : 

DUA Category : 

DUA Request Type : 

DUA Status : 

Expiration Date : 

Requested Date : 

Requester : 

Requester's Email : 

Requester's Phone Number : 

Last Updated By : 

Organization Name : 

Study/Project Aim : 

Project Name : 

LDSS-2019-53844 

Limited Data Set 

51 - LIMITED DATASETS (LOS) 

UPDATE DUA 

Submitted 

07-16-2020 

07-23-2019 

User TrainingA 

test@eppe.com 

(410) 555-1212 Ext-null 

Demonstration Organization 1 

Test Study 

Test Study 

@ 
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DUA Requester – Print Update/Amend DUA 

How to Print the DUA 

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



 

 

      
 

   
     

 

to Print a DUA 

Select a.111 optio111 * 

0 Print DUA !Review 

0 Print DUA Ufe Cycle 

0 PrintAII 

Close 

X 

Print 
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DUA Requester – Print Update/Amend DUA 

The Select to Print DUA Pop-Up Displays 

1. Use Print DUA Review to print all sections of the DUA with the
exception of the DUA Lifecycle.

2. Use Print DUA Life Cycle to print the Life Cycle only.
3. Use Print All to print both the DUA Review and DUA Life Cycle.
4. Select the Print Button.



 

  

  
  

UA: LDSS-2019-53844 

DUA C11stomtt Typ,, : Limittd Data St! 
DUA Category : 51 - LL,_UTED DATASETS (LOS) 
DUA StatuS: Submitttd-Waiting for Limittd Data St! D UA Man.ogement Team App,o,·al 
RequesttdDa,e : 7121/2019 
ExpimionDatc: 7/1612020 
Rcqucsttt:Uocr TrainingA 
Rcqucsttt Organiution Name: Demonstration Organization l 
Rcqucsttt Ema.,J Address: 1 ... 1~q,pc.com 
Rcqucsttt?bontNwnbtt:(410)555- 1212 

Projec1Name: T ... 1Srudy 
Prin1cy Ac1 Authorizolion Code: RESEARCH RU 
HIPAA Authorization Code: Limi1td Data St! 

CORPROXY 

I Finl :S• m• I LHt :S••• 1 OrfHil• tio• :S••• 1 Ea oil Alld ..... 1 Pk .. , :Swab<, I 

DOC1.IM ENTS 

I D. u .. dr .. , I 
! A1t0clmioat_A_Resoorcli_Protocol_s.mple.pdf1Jull7, 2019!1 :ll:12AM I 

1iu11 1. 201911 :t1 :46A.'-' I 

JS,g,,a,w,~Sompl<.pdf 

4 Upload_T .. 1_Fi!<.tx1 

CUSTO DlAt"\'S/ DESY USERS 

Demo,1s1utJOt10rp,,iutioool <la,.id.brizzi, j;oni"ln\·•-><>(410)lll-1212 12lMaiaS1rttt,Boltimott,M"}-lmd. 21244. l,"SA 

DATA FILE DESCRIPTION 

D••• Fil<O.s,ripriow F,_Y, ar T• You Qurt,r(s) E>tr.,rioa 'lo Ro-Usodf..,.DUA 

PENDIN"G DATA FILE DESCRIPTION 

1 m l»•u Fil< Dncriptiow I Fro• Yu, IT• Yu, I Qt,u1<r(•)I UtrMriow 'lo I Ro-UHd f roa DUA I A«n• T,-p< I Su ta I Dio,...itiow R<osu I 
REQUESTER PRO:\.'Y 

I Finl :S•• • 1 LHt :S••• 1 OriHi.zotiOII :S••• 1 Ea oil Adclr,u I PkM< :SwaM, I 

A« as T1·pc Stoi.s Di>p<>UriowRH>H -----DOTI{ DIRECT ACCESS M"D SHIPPING 0...., 

BOrnDIRECTACCESSA!,."DSHIPP!NO 0...., 

15

DUA Requester – Print Update/Amend DUA 

Print DUA Review Displays for Printing 
1. The  DUA  Displays in HTML

format for  printing. In  this 
example,  Print DUA Review was
selected.

2. Sections  displayed are:
• DUA Number
• Main Information
• Collaborating 

Organization
• Documents
• Custodians
• Data  File Description
• Pending  Data  File 

Description
• Requester Proxy

3. Select the  Print link  to:
• Print the DUA or
• Save the DUA in PDF

format



 

  
A: LDSS-2019-53844 

DUA Life Cycle 

DUA Status 

Submitted-Waiting for Limited Data Set DUA Management Team Approval 

In Progress 

In Progre.s.s 

Approved 

Submitted-Waiting for Payment Confirmation 

Submitted-Waiting for Limited Data Set DUA Management Team Approval 

In Progre.s.s 

In Progress 

In Progress 

In Progress 

In Progress 

In Progress 

DUA Action Date 

Tue Jul 23 16 :51:39 EDT 201 9 

Tue Jul 23 16 :51:17 EDT 201 9 

Tue Jul 23 16: 50:38 EDT 2019 

Wed Jul 17 12:49:54 EDT 2019 

Wed Jul 17 12:48:54 EDT 2019 

Wed Jul 17 12:01:08 EDT 2019 

Wed Jul 17 12:00:42 EDT 2019 

Wed Jul 17 12:00:26 EDT 2019 

Wed Jul 17 11 :26:1 9 EDT 2019 

Wed Jul 17 11 :25:48 EDT 20 19 

Wed Jul 17 11 :25:34 EDT 20 19 

Wed Jul 17 11 :25 :26 EDT 20 19 

DUA Action Action User Comments Spec.ial Instructions 

UPDATE DUA User TrainingA Testing LDS Update/Amend. 

UPDATE DUA User Training.I\ 

UPDATE DUA User TrainingA 

CREATE DUA Hera Doe Approved. 

CREATE DUA Hera Doe Testing. 

CREATE DUA User TrainingA Test 

CREATE DUA User TrainingA Test 

CREATE DUA User T rainingA 

CREATE DUA User T rainingA 

CREATE DUA User Training.I\ 

CREATE DUA User TrainingA 

CREATE DUA User T rainingA 
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DUA Requester – Print Update/Amend DUA 

Print DUA Life Cycle Displays for Printing 

1. The  DUA  Displays in HTML format  for  printing.  In this example,  Print DUA 
Life Cycle was selected.

2. Sections  displayed are:
• DUA Number
• DUA Life Cycle

3. Select the  Print link  to:
• Print  the DUA  or
• Save  the  DUA in PDF f ormat



 

 

 
   

UA: LDSS-2019-53844 

l\1AIN INFORMATION 

DUA Kumbcr: LDSS-2019-53844 
DUA Customer Typ,,: Limited Data M1 
DUA Category: 51 - LIMITED DATASETS (LOS) 
DUA Status: Submined-Waiting for Limited Data M1 DUA MM,agemcr11 Team Approval 
R~DM!ed Date: 7/23/2019 
El<pin,tionDate:7/16/2020 
Requnlef: User T rainingA 
R~DM!ef OrganizafiOll Name: Demonstr.1.tion OrganizaliOll I 
R~DM!ef Email Addrtso: testgq,pe.com 
ReQDM!efPhooeNumbcr: (410)S5S-1212 

Projec1Name:Tes1 S!Udy 
Pri,-..cy Act Aulhonz.abon Co&e: RESEARCH RU 
HIPAA Aulhom11t1on Code: Limited Data M1 

CORPROXY 

I rin, Na•• I Lau Nw• I OriHlu.tlo• :s ... , 1 Ea a!l Addtt11 In .. , N••l><• 1 
DOCfillEI\TS 

I Dat<Hdlim• I 
I AtlAClim«it_A_-.:h_PrOlocol_Sampkpdfl Ju.I 17, 2019 11:ll:12 AM I 

1,u.117, 201911:U:46AM I 

liu.111, 2019JU9:1$AM I 

4 Uplo..i_Tea1_Fil<.tn IJuJll, 201904:S IJlPM I 

CUSTODIAN'S/ DESY USERS 

DATA FILE DESCRIPTION 

DataFil<D<xript:loa Fnm \<a r T• \"ur QH n • r(•) Extra<tiN. '-> lu-UHCI r rom DU.-\ 

PEI\"DING DATA FILE DESCRIPTION 

I lD I Data n, Dn<rtptlo• I From y,., IT• \"H r I Q,o•rt• r(•) I Extn<tlo• ~ I R ... u...i From DUA IA«n• Ti·p• lsrahUI 01,,,....1r1.- lt,a..,• I 
REQUESTER PROXY 

I Fino Na•• I Lau I'>••• I OriHiutlo■ Nam, I E• ail Addr,11 I Ph•• :S■•l><r I 
DUALlft Cycl t 

T11thal2ll6:$1: 17 EDT20!9 UPOATEDUA u ... r,a,n,,,gA 

T11thal2ll6:$0:ll[OT20!9 UPOATEDUA u ... r,a,n,,,gA 

\\'«il,,LIJ IN9:S4EDT 2019 CREATEDUA H.,, 0o, Appr<""H 

\\'«ll,il lJ lNl:S4EOT2019 CREATE DUA H.,, Do, Tou.ng 

Subm,tt<d.-lli'artia,o;b L<m!t«IOataSotDUA~...,T,.mAppro,·al \\"«I J,,l lJ lHll:OIEDT2019 CREATEDUA u..,T,am,ngA Tnt 

lli"«IMI J l2:G!H!EDT2019 CREATEDUA u ... r~ Tnt 

lli"«IJ,,II J l l:00:26EDT2019 CREAJ'EDUA u-r~ 

lli'«IJ,,IJ J ll:l6:19FDT 2019 CREAJ'EOUA u ... r~ 

lli"«IMI J IUHIFDT 2019 CREATEOUA u ... r,aiDingA 

lli'«IMIJll:lD4FDT2019 CRLI.TEDUA u.., T,aiainfA 

\\'«Iha! IJ ll :l:i:l6FDT2019 CRLI.TEDUA u ... r,aiDingA 

.-\«HI T)'P, Soar., m ,,-, itic>aRHso• ------BOTH DUU:CT ACCESS A1'U SHIPPIKO Opea. 

BOTH DUU:CT ACCESS A1'U SHIPPIKO Opea. 
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DUA Requester – Print Update/Amend DUA 

Print All Displays for Printing 

1. The  DUA  Displays in HTML
format for  printing. In  this 
example,  Print All was selected.

2. Sections  displayed are:
• DUA Number
• Main Information
• Collaborating Organization
• Documents
• Custodians/DESY Users
• Data  File Description
• Pending  Data  File 

Description
• Requester Proxy
• DUA Life Cycle

3. Select the  Print link  to:
• Print the DUA, or
• Save the DUA in PDF format
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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

Note: For information on policies, forms and other LDS DUA related information, please refer to 
the Limited Data Set (LDS) page. 

 

mailto:eppe@cms.hhs.gov
https://www.cms.gov/Research-Statistics-Data-and-Systems/Files-for-Order/Data-Disclosures-Data-Agreements/DUA_-_NewLDS.html
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