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Training Topics

Training Topics in this Module

* DUA Re-Assignment

— Change Contact Requests
— Ad Hoc Requests



DUA RE-ASSIGNMENT




DUA Re-Assignment — Requester’s Initial Log-in

EPPE Welcome Screen — DUA Re-Assignment Table
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DUA Re-Assignment — Change Contact

DUA Re-Assignment — Request From Same Organization
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The Requester can request or assign DUAs within their organization
through the “Change Contact” process.




DUA Re-Assignment — Change Contact

L d i : DUA REQUESTER
EPPE Home ogged in as Ql

Switch
To: Select an Option

New / Re-Use

CHOOSE CHANGE CONTACT TYPE

Update / Amend ) . .
Required fields are marked with an asterisk ( *).

Close

Extend Choose the option to Request / Assign DUA (s) *

® Request a DUA from same organization (?

Assign a DUA to Requester from same organization (2
Un-Finished
Submitted A
Pending Action(s)
Approved
Expired
Closed
Denied

Change Contact

Ad Hoc Request

1. Requester selects “Change Contact” from the left navigation menu.
2. Select “Request a DUA from same Organization.”
3. Select “Next.”




DUA Re-Assignment — Change Contact

DUA Re-Assignment — Request From Same Organization

Logged in as: DUA REQUESTER

Switch
To: Select an Option v

REQUEST A DUA FROM SAME ORGANIZATION

Your Organization : JOHNS HOPKINS UNIVERSITY (JHU)
DUA Number *: 53414 @

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.”




DUA Re-Assignment — Change Contact

DUA Re-Assignment — Request From Same Organization

UPLOAD DOCUMENTS

You may upload one or more documents.

Add Files : ( Choose Files !_No file chosen

Add Descriptlon o 2000 Char’acfers
remaining
(2000
maximum)
S
CERTIFICATE_OF_DISPOSITION.docx Download Delete

Upload

1. Select “Choose Files.”
2. Select a file to upload and select “Upload.”
3. Select “Next.”




DUA Re-Assighment — Change Contact

DUA Re-Assignment — Request From the Same Organization

Logged in as: DUA REQUESTER

Switch
To: Select an Option v

DUA Re-Assignment request for DUA 53414 has been successfully submitted.
CHOOSE CHANGE CONTACT TYPE

Required fields are marked with an asterisk ( *).

Choose the option to Request / Assign DUA (s) *

Request a DUA from same organization (2

Assign a DUA to Requester from same organization (2

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.




DUA Re-Assignment — Change Contact

DUA Re-Assignment — Assignh Within the Same Organization

mew @Help @ Log

Enterprise Privacy Policy Engine
_ Logged in as: DUA REQUESTER
—_ Welcome to EPPE

EPPE is an application that streamiines the process of requesting data from the Centers for Medicare & Medicaid Sendices (CMS) via an onfine Data Use Agreement (DLA)

New | Re-Use ok
= Reduce the amount of tima to process a DUA
Update [ Amend « Transition from 3 paper-based to an automated process.
Close = Provide a 100% raceable record of CMS data disclosures.
Training Materials: Visit the EPPE weh page on cms gov, to download Training Skde Decks for the following
Extend

» Contractor Approval Workflow:

The acceptance of your DUA(s) re-assignment was successful. You will receive a follow-up email natification of the DUA(S) that have been re-assigned with instructions on how to follow-up i there are missing DUAs

Un-Finished
Submitted
Pending Action(s)
Approved

Expired

Closed

Denied

Ad Hoc Request

DUA Search

Manage Access

Email Preference

The Requester can request or assign DUAs within their organization through the

“Change Contact” process. o




DUA Re-Assighment — Change Contact

DUA Re-Assignment —Assign Within the Same Organization

Logged in as: DUA REQUESTER
Switch To:| Select an Option
CHOOSE CHAMNGE CONTACT TYPE

Required fields are marked with an asterisk ( *).

Choose the option to Request / Assign DUA (s) *

Request a DUA from same organization (?

® Assign a DUA to Requester from same organization 3

G

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

Logged in as: DUA REQUESTER

Switch To:| Select an Option

ASSIGN A DUA TO REQUESTER FROM SAME ORGANIZATION

Your Organization - Automation Testing University

DUA Number *: 52365 ?

Requester *: Bob Marley X v

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.
Requester selects “Next.”

Enter the DUA number.

Select Requester from the drop-down.

Select “Next.” 12

AW




DUA Re-Assignment — Change Contact

DUA Re-Assignment — Assignh Within the Same Organization

Re-Assign DUA(s)

Current Requester :

Current Requester's Email :

Current Requester's Phane Number -
Current Organization Name :

Reassigned Requester :

Reassigned Requester's Email :
Reassigned Requester's Phone Number :

Reassigned Organization Name :

Mitesh Pandya

mitesh pandya@eppe.com
(410) 782-0476

Automation Testing University
Bob Marley

test@test.com

(123) 456-7890

Automation Testing University

oS

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

DUA Re-Assignment request for DUA 52365 has been successfully submitted.

CHOOSE CHANGE CONTACT TYPE

Regquired fields are marked with an asterisk { *).

Choose the option to Request / Assign DUA (s) *
Request a DUA from same organization (?

Assign a DUA to Requester from 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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DUA Re-Assignment — Ad Hoc Request

DUA Re-Assignment — Ad Hoc Request
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1. Requester logs into EPPE.
2. Selects Ad Hoc Request from the left navigation menu.

15



DUA Re-Assignment — Ad Hoc Request

DUA Re-Assignment — Ad Hoc Request

REQUEST A DUA FROM DIFFERENT ORGANIZATION

Your Organization : JOHNS HOPKINS UNIVERSITY (JHU) 1. Req uester’s
organization displays.
2. Enters the DUA

DUA Number : * 52096 2

Upload one or more supporting documents : *

number.
Add Files : Choose Files | No file chosen 3. U p loads su pPpo rtin g
Add Description : 2000 characers dOCU mentation a nd
remaining
e selects “Submit.”
maximum)

4

Note: If request belongs

to multiple organizations,

Acquisition_of_Company_Document docx This document is provided to support this request Download Delete

they would select
organization from a drop-

down.
[ swn ]
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DUA Re-Assignment — Ad Hoc Request

DUA Re-Assignment — Ad Hoc Request

DUA Re-Assignment request 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 supporting documents : *

Add Files : . Choose Files . No file chosen

Add Description : ' | 2000 characters
remaining
(2000
maximum)

Upload

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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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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