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Training Topics 

Training Topics in this Module 

• Closing a DUA
– Closing select data files on a

DUA
– Closing all data files on a DUA

• Extending a DUA
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EXTEND A DUA
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DUA Requester – Extend a DUA

EPPE Menu

Select the Extend option on the DUA(s) menu.
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DUA Requester – Extend a DUA

List of DUAs That Can Be Extended

1. The list of DUAs that can be
extended displays.

2. Specify Search criteria (if
applicable).

3. Select the View link.

Notes:
• DUAs in the Extend Queue can be

in Approved or Expired Status.
• In this example, the Requester is

associated with two organizations
and their DUAs display in the list.

5



DUA Requester – Extend a DUA

DUA Displays

1. The My DUA review screen displays.
2. Select the Print DUA button to print or save the

DUA to PDF.
3. Select the green plus sign icon to view the DUA

Life Cycle.
4. Select the Extend button.

Note: Details about Printing the DUA and Viewing 
the DUA Life Cycle will be discussed further on in 
the presentation.
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DUA Requester – Extend a DUA

Changing the Contract Period End Date

1. The DUA  Extension Request screen
displays.

2. Enter the Contract End Date if there
is a new date.

3. Use the mm/dd/yyyy format to enter
the dates, or

4. Use the pop-up calendar.  If using the
pop-up calendar, select the month,
the year, and the day in that order.

5. Enter any applicable Comments.
6. Select the Next button.

Note: If there is no new Contract End 
Date, continue to extend the Expiration 
Date on the next screen.
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DUA Requester – Extend a DUA

Changing the Expiration Date

1. The DUA  Expiration Date
screen displays.

2. Enter the New DUA Expiration
Date.

3. Use the mm/dd/yyyy format
to enter the dates, or

4. Use the pop-up calendar.  If
using the  pop-up calendar,
select the month, the year, and
the day in that order.

5. Select the Next button.
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DUA Requester – Extend a DUA

Accept Terms and Conditions and Submit the DUA

1. The Terms and Conditions screen displays.
2. Select the I agree to the terms and

conditions above checkbox.
3. User your browser to print the DUA if

applicable.
4. Select Submit.
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DUA Requester – Extend a DUA

DUA Extension Confirmation

1. The DUA Extension Confirmation Message displays.
2. The DUA status is Approved.
3. Select the Print DUA button to print or save the

document as PDF.
4. Select the green plus sign button to view the DUA

Life Cycle.
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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
the Extend DUA action.

2. The DUA Status is Approved.
3. Select the Extend DUA  link to view

more details.
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DUA Requester – DUA Life Cycle

DUA Extension Details

1. The DUA Update Summary pop-up displays to show the
details of the DUA extension updates.

2. Select the X button to close the window.
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DUA Requester – DUA Life Cycle

Status Progressions and Actions Display

1. The DUA Life Cycle details
redisplay.

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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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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CLOSE SELECT DATA FILES ON A DUA
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DUA Requester – Close Select Data Files on the 
DUA

View DUAs for Closing

Select the Close option on the DUA(s) menu.
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DUA Requester – Close Select Data Files on the 
DUA

List of DUAs Eligible to Close

1. The list of DUAs that can be closed displays.
2. You can specify Search criteria or page through the list using the Next button

to find the DUA you want to close.
3. Select the  View link to close files on the DUA.
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DUA Requester – Close Select Data Files on the 
DUA

My DUA Screen Displays for Review

1. The My DUA review screen displays.
2. The DUA status is Approved.
3. Select the Print DUA button to print or

save the DUA as a PDF if you need a
record prior to closing.

4. Select the green plus sign icon to view the
DUA Life Cycle details. We will review the
Life Cycle after closing files.

5. Select the Close button.
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DUA Requester – Close Select Data Files on the 
DUA

Close DUA Files

1. After selecting the Close button
on the My DUA screen, the Close
DUA Screen displays.

2. The Status for all files is OPEN.
3. Select the Edit link for the file you

want to close.
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DUA Requester Close Select Data Files on the 
DUA

Select the Reason for Closing a File

–

1. The Select Data Disposition Reason pop-up displays.
2. Select the radio button associated with the reason for closing.
3. Select the  Submit button.
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DUA Requester – Close Select Data Files on the 
DUA

Confirm Closing the DUA

1. The Close DUA Data File message pop-up displays.
2. Select the Yes button to confirm closing.
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DUA Requester – Close Select Data Files on the 
DUA

Data File Status

1. The Data File Status is changed to Close.
2. Select Edit to close other data files if

applicable or select the Apply All link to
close all data files for the same reason.

3. Enter comments (optional).
4. Select the Next button.

Note: In this example, only one data file will 
be closed. The option to close one or all data 
files is available.
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DUA Requester – Close All Data Files on the DUA

All Data Files Closed

1. The Status for all data files is
Close.

2. Select the green plus sign icon to
view file details.

3. Select the Edit link to change the
reason for closing a file.

4. Enter comments (optional).
5. Select the Next button.
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DUA Requester – Close Select Data Files on the 
DUA

Upload Data Disposition Certification

1. The Data Disposition Certification
screen displays.

2. Select the Choose Files button to
find supporting documentation on
your local computer.

3. Select the Upload button.
4. Enter a description (optional).
5. Select the Next button.

Notes: 
• Uploading the Data Disposition

Certification is only needed when
closing the entire DUA (all files).

• Name all files for uploading with
descriptive names associated with
the file contents.
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DUA Requester – Close Select Data Files on the 
DUA

Accept Terms and Conditions

1. The Terms and Conditions
agreement screen displays.

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

3. Select the Submit button.
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DUA Requester – Close Select Data Files on the 
DUA

Confirmation of File Closing

1. The Close DUA page displays.
2. The DUA file closing

confirmation message displays.
3. Only selected files are Closed.
4. The DUA Status is still Approved

(not all files are closed).
5. Select the Print DUA button to

print or save the document as
PDF.

6. Select the green plus sign button
to view the DUA Life Cycle.
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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. The DUA Status is Approved.
3. The DUA Action is DUA Close

Request Update.
4. Select the DUA Close Request link to

view more details.
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DUA Requester – DUA Life Cycle

File Closure Details

1. The DUA Update Summary displays to show the details of the file closure
updates.

2. Select the X button to close the window.
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DUA Requester – DUA Life Cycle

Status Progressions and Actions Display

1. The DUA Life Cycle details re-
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.
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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. The file that was closed shows the

Status as Closed with the  Disposition
Reason.

3. Sections displayed are:
• Main Information
• CMS Contact (COR)
• Contract Information
• Subcontracting Organization
• Documents
• DESY Users
• Data File Descriptions
• Custodians
• DUA Life Cycle

4. Select the Print link to:
• Print the DUA or
• Save the DUA in PDF format
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CLOSE ALL DATA FILES ON A DUA
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DUA Requester – Close All Data Files on the DUA

View Data File Details

1. The data file details display if you
selected the green plus sign icon

• Privacy Level
• From/To Year,

Extraction%/Cohort, Quarters,
States

• Access Type
• Data Disseminator Type
• Data Disposition Reason
• Data Dissemination System
• Shipping Details
• Custodian Information

2. Select the Red Negative Sign Icon to
collapse the Data File Details.
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DUA Requester – Close All Data Files on the DUA

Confirmation of Data File Closing

1. The Close DUA screen
displays.

2. The DUA data file closing
confirmation message
displays.

3. All data files are Closed.
4. The DUA Status is Closed.
5. Select the Print DUA button

to print or save the document
as PDF.

6. Select the green plus sign
button to view the DUA Life
Cycle.
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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. The DUA Status is Closed.
3. The DUA Action is Close DUA.
4. Select the Close DUA link to view

more details.
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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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