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Training Topics in This Module
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* Print LDS DUA
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— Print Update/Amend LDS DUA
 EPPE Help Desk Information
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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/

e Obtain Identity Management (IDM) Credentials, Multi-Factor
Authentication (MFA) and EPPE Access

— https://www.cms.gov/files/document/eppeidm.pdf



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

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.



PRINT A NEW/RE-USE LDS DUA



DUA Requester — Print New/Re-Use DUA

How to Print the DUA

New / Re-Use DUA Request [ printDUA |
ubmit

Spiesdieciment

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 "Iy DUA(s)".

DUA Life Cycle (+)

MAIN INFORMATION

DUA Number : LDS5-2019-54177
DUA Customer Type : Limited Data Set

DUA Request Type : CREATE DUA

DUA Status : Submitted

Requested Date : 05-07-2019
Requester: Demo UserOne
Requesters Email test@eppe.com
Reqguesters Phone Number : (410) 555-1212Ext-null

Last Updated By:

Organization Mame : Demeonstration Organization 1
Study/Project Aim : Test Study
Project Name : Test Study

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




DUA Requester — Print New/Re-Use DUA

The Select to Print DUA Pop-Up Displays

Select to Print a DUA ®

Select an option *

{3 Print DUA Review
O Print DUA Life Cycle
O Print All

-

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.

Use Print All to print both the DUA Review and DUA Life Cycle.

4. Select the Print Button.

w




DUA Requester — Print New/Re-Use DUA

Print DUA Review Displays for Printing

DUA: LDSS-2019-54177
MAIN INFORMATION

DUA Number: LDS5-2019-54177

DUA Customer Type: Limited Data Set

DUA Status: Submitted-Waiting for Limited Data Set DUA Management Team Approval
Requested Date: 5/7/2019

Requester: Demo UserOne

R Organi Name: D Organi 1

R Email Address: .com

Requester Phone Number: (410) 555-1212

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

1. NORTH CAROLINA STATE UNIVERSITY

DOCUMENTS

m Document Date and Time

LDS_Worksheet Sample xlsx | May 07, 2019 02:20:56 PM

2 | Upload_Test_File.tst May 07, 2019 02:21:25 PM

CUSTODIANS

‘m ‘ User Name ‘IL’A User Id ‘ Organization |Em:il Address ‘ Phone Number ‘ Address ‘
‘ 1 ‘Demu UserOne‘ ‘r‘ Organ: 1| @ m ‘(410) 555-1212 ‘ 123 Main Street, Baltimore, Maryland, 21244, USA‘
DATA FILE DESCRIPTION

1D Data File Description | From Year | To Year | Quarter(s) | Extraction % | Re-Used From DUA | Access Type [ Status | Disposition Reason |

PENDING DATA FILE DESCRIPTION

‘ ™ ‘ Data File Description ‘ From Year ‘ To Year ‘ Quarter(s) | Extraction % ‘ Re-Used From DUA ‘ Access Type | Status ‘ Disposition Reason ‘

REQUESTER PROXY
‘rim Name | Last Name | Organization Name ‘ Email Address ‘P]\nnz Nnmher‘
|Demo | UserTwo | Demonstation Organization 1 test@eppe com | 4105551212 |

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

Sections displayed are:

DUA Number

Main Information
Collaborating Organization
Documents

Custodians

Data File Description
Pending Data File Description
Requester Proxy

Select the Print link to:

Print the DUA or
Save the DUA in PDF format




DUA Requester — Print New/Re-Use DUA

Print DUA Life Cycle Displays for Printing

DUA: LDSS- 201954177 a

P8

DA Life Cyelde

[H 8 Siwiws B4 Roibem [Fain B Aaiiem hyvine Lue U nmmawin Sperial |mestraaiiaan
Hnbewilird Labmr v | e Tiida et THOS hlimiciprinrsd Toms, dggeoal T Mo 67 [0 0 dd EDT 2838 [ CHEATE DUA | Dot U pet{iir - Sl g Oy g D007, flin ymimeioin o, 7, midl
& Miagira Tk Bl 07 LE 2N 16 BT 3048 | CREATE DUA | Doy 1Dl
I Mgt Tt M 07 12201 EOT I3 | CREATE DUA - i LD
In Mz T Mgy OF | 23848 BNOVT 2000 | CREATE DUA - D LarDer
Ini Frogerm Trosg Rl 0F (03837 LT 2509 | CREATE [UA | Do Ui
b Frepmra Tr: Bl 07 |k 30 06 DT 2850 | CREATE DUA | Dums Uil

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 format
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DUA Requester — Print New/Re-Use DUA

Print All Displays for Printing

DUA: LDSS-2019-54177 E
MAIN INFORMATION

Print

DUA Number: LD55-2019-54177

BIL.:: g;xmgzaf;;ﬁ;aﬁi??: Isj:mted Data Set DUA Management Team Approval 1 . Th e D U A D i S p | a ys i n H T M L fo rm at fo r

Requested Date: 5/7/2019
Requester: Demo UserOne
- >

Reduestr Organization Name: Demonsirnien Organizaion | printing. In this example, Print All was

Requester Phone Number: (410) 555-1212
Pt N et Sy selected.
Privacy Act Authorization Code: RESEARCH RU
AR Ahrizmion G Limied D 2. Sections displayed are:
ollaborating Organization
1. NORTH CAROLINA STATE UNIVERSITY ° D U A N um b er
DOCUMENTS

. .
TR — oot T *  Main Information
LDS_Worksheet Sample xlsx | May 07, 2019 02:20:56 PM - - -
Upload_Test_File txt May 07, 2019 02:21:25 PM [ ] collabo ratlng Organlzatlon
CUSTODIANS.

J Documents
|]ZD ‘ User Name |EL'A User Id ‘ Organization ‘ Email Address ‘P}mnn Numbar| Address | .
| 1 ‘ Demo Use[One| ‘Demunsfmhnn Organization 1 ‘ test@eppe.com ‘(am) 555-1212 | 123 Main Street, Baltimore, Maryland, 21244, L'SA| ° c u Sto d I a n S
DATA FILE DESCRIPTION o o o

* Data File Description
|1:D ‘ Data File Description ‘ From Year ‘ To Y=:r| Quarter(s) |Ex(‘rlction % | Re-Used From DUA ‘Aueu Type ‘ Status ‘Dispo:il:inn Reason |
PENDING DATA FILE DESCRIPTION * Pending Data File Description

|]:D ‘ Data File Description ‘ From Year ‘ To Y=:r| Quarter(s) |Ex(‘rlccion % | Re-Used From DUA ‘Aueu Type ‘ Status ‘Dispo:il:inn Reason | ° Re q u e Ste r P roxy

[

REQUESTER PROXY
.
[First Name [Last Name | Organization Name  |Email Address | Phone Number | L4 D UA LI fe cyc I e
|Demo |L'ser]'“'u |Demcnsuaticn Organization 1 ‘test@eppe com |4105531212 ‘
. .

.

DUA Lite Cyce 3. Select the Print link to:
DUA Status DUA Action Date DUA Action | Action User Comments Special Instructions ° P . t t h D U A

Submitted Waiting for Limited Data Set DUA Management Team Approval| Tve May 07 14:31:44 EDT 2019 | CREATE DUA | Demo UsesOne | Submitting this new DUA for reasons x, ¥, and 2. rin e or
In Progress Tue May 07 14:23:16 EDT 2019 | CREATE DUA | Demo UserOne .
In Progress Toe May 07 13:22:41 EDT 2019 | CREATE DUA | Demo UserOne L] Save t h e D UA | n P D F fo rl 4] at
T Progress Tue May 07 12:56:46 EDT 2019 | CREATE DUA | Demo UserOne
T Progress Tue May 07 12:54:51 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Tue May 07 12:53:20 EDT 2019 | CREATE DUA | Demmo UserOne
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PRINT AN UPDATE/AMEND LDS DUA



DUA Requester — Print Update/Amend DUA

How to Print the DUA

Update DUA Request [ Printoua |

DUA Number - LDS5-2019-53844

DUA REQUEST STATUS

Your DUA request LDS5-2019-53844 has been submitted for approval. You will receive a follow-up email nofification. To view the status of your DUA request navigate to "My DUA(s)".

DUA Life Cycle ()

MAIN INFORMATION

DUA Number LDSS-2019-53844

DUA Customer Type : Limited Data Set

DUA Category - 51 - LIMITED DATASETS (LDS)
DUA Request Type LUPDATE DUA

DUA Status - Submitted

Expiration Date 07-16-2020

Requested Date 07-23-2019

Requester User TrainingA

Requester's Email test@eppe.com

Requester's Phone Number : (410) 555-1212 Ext-null

Last Updated By

Organization Name : Demonstration Organization 1
Study/Project Aim Test Study
Project Name : Test Study

Select the Print DUA button at the top of the screen to access printing options.
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DUA Requester — Print Update/Amend DUA

The Select to Print DUA Pop-Up Displays

Select to Print a DUA ®

Select an option *

O Print DUA Review
O Print DUA Life Cycle
O Print All

>

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.

Use Print All to print both the DUA Review and DUA Life Cycle.

4. Select the Print Button.

w
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DUA Requester — Print Update/Amend DUA

Print DUA Review Displays for Printing

1. The DUA Displays in HTML

format for printing. In this

: Sections displayed are:
conmmons * Main Information

. .
= example, Print DUA Review was
DUA Status: Submitted-Waiting for Limited Data Set DUA Management Team Approval

Requested Date: 7/23/2019

R o N (10 T3 . DUA Number

Project Name: Test Study

[Fist Name | Lt Nome] Organiaation Name | Emal Addres | Phone Namber] .

Jo—  Collaborating

MAIN INFORMATION Print
Expiration Date: 7/16/2020

Privacy Act Authorization Code: RESEARCH RU

™ Document Date and Time

R —— selected
DUA Customer Type: Limited Data Set .
Requester: User Training
HIPAA Authorization Code: Limited Data Set
.
Atachament_A_Research_Protocol_Sample pdf| Jul 17,2019 1138:12 AM O r a n l z a t l O n

3 | Sigmaune_Addentom Sumple it 019 1515 A0
+ [ Optosd_Ten_Fitenw o osst P

° Documents
CUSTODIANS/ DESY USERS

] vrervme }m T B e pere \ ° C usto d i ans

[ [Feotrrone ‘ fem— o [0y 3551212 |23 e S, B, Mo 21388, |
[+ [t [GRV [Demomsvsion Orgrcsion [es@eppecem [(10) 5551212 | 123 i S, Bfimore, Mrnd, 21214, U53 |

AT ILE DESCRIPTION  Data File Description
1 | SADHS - 100% LDS WITH STANDARD ANALYTICAL DATE FILE - HOSPICE 2011 2020 100% SHIPPING Open e e
e et = . Pending Data File

5 SADSC ¢ LD WITH STANDARD ANATYTICAL DATE FILE CARRIER o oo e e o Descrlptlon

:

* Requester Proxy

PENDING DATA FILE DESCRIPTION

REZLISTER:Rlx:l‘len‘RM DA Rces Tope [ [ Dispostion Rewon 3 ) S e I ectt h e Pri nt ||n k to:
[Firs e [ Las Nome [ Orgizain Name [Emat addes | Phone Namber] o P rl n t t h e D U A or
e Save the DUA in PDF

format
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Print DUA Life Cycle Displays for Printing

DUA: LDSS-2019-53844

DUA Life Cycle

DUA Status DUA Action Date DUA Action | Action User Comments Special Instructions
Submitted-Waiting for Limited Data Set DUA Management Team Approval | Tue Jul 23 16:51:39 EDT 2019 | UPDATE DUA | User Training | Testing LDS Update/Amend.
In Progress Tue Jul 23 16:51:17 EDT 2019 | UPDATE DUA | User TrainingA
In Progress Tue Jul 23 16:50:38 EDT 2019 | UPDATE DUA | User TrainingA
Approved Wed Jul 17 12:49:34 EDT 2019 | CREATE DUA | Hera Doe Approved.
Submitted-Waiting for Payment Confirmation Wed Jul 17 12:48:54 EDT 2019 | CREATE DUA | Hera Doe Testing_
Submitted-Waiting for Limited Data Set DUA Management Team Approval | Wed Jul 17 12:01:08 EDT 2019 | CREATE DUA | User TrainingA | Test
In Progress Wed Jul 17 12:00:42 EDT 2019 | CREATE DUA | User TrainingA | Test

In Progress

Wed Jul 17 12:00:26 EDT 2019

CREATE DUA

User TrainingA

In Progress

Wed Jul 17 11:26:19 EDT 2019

CREATE DUA

User TrainingA

In Progress

Wed Jul 17 11:25:48 EDT 2019

CEREATE DUA

User TrainingA

In Progress

Wed Jul 17 11:25:34 EDT 2019

CEREATE DUA

User TrainingA

In Progress

Wed Jul 17 11:25:26 EDT 2019

CEREATE DUA

User TrainingA

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

Life Cycle was selected.

Sections displayed are:
* DUA Number
 DUA Life Cycle

Select the Print link to:
* Printthe DUA or

e Save the DUA in PDF format

DUA Requester — Print Update/Amend DUA
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DUA Requester — Print Update/Amend DUA

Print All Displays for Printing

DUA: LDSS-2019-53844

MAIN INFORMATION Print

DUA Number: LDSS-2019-53844 . .

EA et 1. The DUA Displays in HTML
DUA Category : 51 - LIMITED DATASETS (LDS) .

DUA Status: Submitted-Waiting for Limited Data Set DUA Management Team Approval

Requested Date: 7/23/2019

Expiration Date: 7/16/2020 M M M
e ormat for printing. In this
Requester O tion Name: D Ory tion 1 .

Requester Email Address: test@eppe.com

Requester Phone Number: (410) 555-1212

S— example, Print All was selected.

Privacy Act Authorization Code: RESEARCH RU
HIPAA Authorization Code: Limited Data Set

conmmons 2. Sections displayed are:

[Fim v o o [Orgetention o e Adare Foms

poctaTs *  DUA Number

™ Document Date and Time

1 | Attachment_A_Research_Protocol_Sample pdf| Jul 17, 2019 11:38:12 AM.

. .
* Main Information

custontas sy cseas * Collaborating Organization
(0] e vame [EA V] Orpaninion | et i [Foons embr] prrem \
[+ e o] 1 m— [ty 555121 [ 5 1 S B, o 1300058 ° Doc uments
BN T i oo ym—y p—— (510 55-122 [ 12 4 s, Btimon, . 2255, 54
DATA FILE DESCRIPTION ° c t d . /D ESY U
SADIP - 100% LDS WITH STANDARD ANALYTICAL DATE FILE - INPATIENT on |0 SHIFPING open ° D at a F i I e D esc ri pt i on
N T Ty T R T T T T = . Pending Data Fi le

PENDING DATA FILE DESCRIPTION D e s c rl pt l 0 n

[0 e i Deipion] From Yeur o Yeur ] Quarte [Evracion 8 Re e From DUA A Toge [Sae gt Remon

RequesTER FROXY * Requester Proxy

it Na it I Number

[Firtome st ame] N Emal Addres [Phone Namber] .

AL e * DUA Life Cycle
‘Submitted- Waiting for Limited Data Set DUA Management Team Approval | Toe Jul 23 16:31:39 EDT 2019 | UPDATE DUA | User TrainingA | Testing LDS Update/Amend, 3 S I . . .
e e et . elect the Print link to:

Approved Wed Jul 17 12:49:54 EDT 2019 | CREATE DUA |HeraDoe | Approved.

e —— CITI e e = . Print the DUA. or

‘Submitted-Waiting for Limited Data Set DUA Management Team Approval | Wed Jul 17 12:01:08 EDT 2019 | CREATE DUA | User TrainingA | Test

o Progre et ol 17 1200:42 EDT 2019 | CREATE DUA | e Trsing [ 1ot
o Pogrens Wed 0117120026 EDT 2019 CREATE DUA |G Traimng ° Save t h e D UA | n P D F fo rm at
T Progre Wed 0117 1126:19 EDT 2019 | CREATE DUA [ User TeaiingA
TaProgres Wad ol 17 112548 EDT 2019 | CREATE DUA [Ure Tssingh
aProgren Wad ol 17 112534 EDT 2019 | CREATE DUA | U Tssinga
o Progren ed ol 17 112528 EDT 2015 | CREATE DUA | U Tssinga

17



EPPE 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.

18
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