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Contractor Approval Workflow 
Training Module - Ad Hoc Requests
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Training Topics 

Training Topics in This Module 

• EPPE Application Prerequisites
• Basic Information About EPPE
• DUA Re-Assignment

– Ad Hoc Requests
• 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


    

        

  

  

5

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. 

* 
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AD HOC REQUESTS
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  DUA Re-Assignment – Ad Hoc Request 

DUA Re-Assignment – Ad Hoc Request 

1. Requester logs into EPPE.
2. Selects Ad Hoc Request from the left navigation menu.

Privacy Policy Engine 
Logged 

EPPEHome 
: Select an Option 

DUA(s) ! in as: DUA REQUESTER 

Switch To ( :J 

New / Re-Use Welcome to EPPE 

Update / Amend 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) 

Close Goals: 

Extend Reduce the amount of time to process a DUA 

Transition from a paper-based to an automated process 

MyDUA(s) Provide a 100% traceable record of CMS data disclosures. 

Training Materials: Visit the EPPE web page on ems.gov, to download Training Slide Decks for the following: 
Un-Finished 

• Contractor Approval Workflow. 
Submitted 

Verslon240 
Pending Action(s) 

Approved 

Expired 

Closed 

Denied 

Re-Assign DUA(s) 

Change Contact 

Ad Hoc Request 



  

 

  

    
  

   
   

A DUA FROM DIFFERENT ORGANIZATION 

Your Organization : 

DUA Number : * 

JOHNS HOPKINS UNIVERSITY (JHU) 

52096 

Upload one or more supporting documents : * 

Add Files: [ Choose Files [ No file chosen 

Add Description : 

- Document Document Description 

Acquisition_ of_ Company_ Document.docx This document is provided to support this request 

M'MMI 

2000 characters 
remaining 
(2000 
maximum) 

Uploaded Files 

Download Delete 

F M 
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  DUA Re-Assignment – Ad Hoc Request 

DUA Re-Assignment – Ad Hoc Request 

1. Requester’s
organization displays.

2. Enters the DUA
number.

3. Uploads supporting
documentation and
selects “Submit.”

Note: If request belongs 
to multiple organizations, 
they would select 
organization from a drop-
down. 



  

        
    

Re-Assignment req uest 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 support ing documents : * 

Add Files: I Choose Files I No file chosen 

Add Description : 2000 characters 

remaining 

(2000 

maximum) 

9

  DUA Re-Assignment – Ad Hoc Request 

DUA Re-Assignment – Ad Hoc Request 

1. Requester is returned to the Ad Hoc request home page.
2. Ad Hoc request is submitted to the EPPE Admin for approval.



10

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
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