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Training Topics

Training Topics in This Module

e EPPE Application Prerequisites
e Basic Information About EPPE

e Creating a New/Re-Use DUA Request
— Main Information
— Adding Custodians/DESY Users
— New Data File(s) Selection
— Uploading Documents
— Review & Submit the DUA
— Print the 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.
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DUA Requester — New Contractor DUA Request
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Select New / Re-Use to begin a new DUA.




DUA Requester — New Contractor DUA Request

DUA Type Selection

New / Re-Use DUA Request
DUA TYPE

Required fields are marked with an asterisk (*).

What type of New or Re-Use DUA do you wish to request? *

Contractor (?

1. The DUA Type Screen for the New/Re-Use DUA Request Screen displays.
2. Select the Contractor radio button
3. Select Next




DUA Requester — New Contractor DUA Request

Sub-Contracting Organization Decision

New / Re-Use DUA Request
ORGANIZATION(S)

Required fields are marked with an asterisk (*).

Do you wish to add/remove a sub-contracting organization(s) for this DUA request?

YES© NO (2

1. The Organization(s) screen displays with the Requester’s Organization Name. If
the requester belongs to multiple organizations, a dropdown box will display for
selection of the organization.

2. Select the Yes or No radio button to answer the question, “Do you wish to
add/remove a sub-contracting organization(s) for this DUA request?”




DUA Requester — New Contractor DUA Request

Add Sub-Contracting Organization

New / Re-Use DUA Request
ORGANIZATIONC(S)

Required fields are marked with an asterisk (*).

Your Organization : NORTH CAROLINA STATE UNIVERSITY

Do you wish to addiremove a sub-contracting organization(s) for this DUA request?

8 YES @ NO L
Use the Sub-Contracting Organization (autocomplete search field) to select an organization and then click Add button to add the sub-contracting organization to
the DUA Request. Repeat the pracess 1o add additional sub-contracting organizations to the DUA Request. If the organization is not located in the search list,

select Cannot Locate Oy ization link. The i sub-contracting izations on the DUA request are shown in the table.
Select Sub-Contracting university of north carolin Gannot locate the Organization? (2
Crganization *; UNIVERSITY OF NORTH CAROLINA

UNIVERSITY OF NORTH CAROLINA - CHAPEL HILL

UNIVERSITY OF NORTH CAROLINA - GREENSBORO

UNIVERSITY OF NORTH CAROLINA (UNC)

UNIVERSITY OF NORTH CAROLINA - CHARLOTTE
Selected Sub-Confracting Oan | urvERSITY OF NORTH CAROLINA

Sub-Contracting Organization Name Action

(o 1 e ]

Answer Yes to select a Sub-contracting Organization
Enter the Sub-Contracting Organization name
Select the sub-contracting organization from the drop-down list.

. Select Add
Note: You must select the organization from the list.

W e
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DUA Requester — New Contractor DUA Request

Sub-Contracting Organization Displays in Table

New / Re-Use DUA Request
ORGANIZATION(S)

Required flelds are marked with an asterisk (*}

Your Organization : NORTH CAROLINA STATE UNIVERSITY

Do you wish to addiremove a sub-contracting organization(s) for this DUA request?

® YES© NO (3

Use the Sub-Contracting Organization (autocomplete search field) to select an organization and then click Add button 1o add the sub-contracting organization to
addi ; rgani. 1 in the search lis

the DUA Request, Repeat the process to add additional sub-contracting organizations to the DUA Request, If the arganization 15 not located In the search list,
select Cannot Locate Organization link, in the 13

anization?

Select Sub-Contracting
Organization *:

. Sub-Contracting Organization Name Action

1 UNIVERSITY OF NORTH CAROLINA Remove

[ o T on ] e G

1. After selecting the Add button, the Sub-Contracting Organization is added to the

selection table.
2. Select Next
Note: You can select the Remove link to remove the sub-contracting organization from

the table.
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DUA Requester — New Contractor DUA Request

No Sub-Contracting Organization Needed

New / Re-Use DUA Request
ORGANIZATION(S)

Required fields are marked with an asterisk (*).
Your Organization : NORTH CAROLINA STATE UNIVERSITY

Do you wish to add/remove a sub-contracting organization(s) for this DUA request?

YES® NO (2

1. Select the No radio button If no sub-contracting organization is needed
2. Select Next

12



DUA Requester — New Contractor DUA Request

Main Information Screen

New / Re-Use DUA Request

Main Information

DUA Number : CONT-2018-54108
MAIN INFORMATION

Required flelds are marked with an asterisk
Project Name * :

Contract Number * :

Task Order Number :

CCCCCCCCCCCCCC

M NTACT [COR)

Select CMS Contact (COR):

=0 EED

[ oo ] s

B w

The DUA Number is
displayed.

The Main Information
screen displays.

Enter the Project Name
Enter the Contract Number
Enter the Task Order
Number (Optional)

Enter the Contract Period
Dates

Enter the CMS Contact
(COR)

13




DUA Requester — New Contractor DUA Request

Main Information Screen: Entering the Contract Period

New / Re-Use DUA Request

MAIN INFORMATION

Task Ordor Numbaer @

: .. :

CONTRACT PERIOD *

Contract Start Date : Contract End Date :
01/01/2016 | 12/31/2017

© Dec v 2017 | ©

Su Mo Tu We Th Fr Sa
CMS CONTACT (COR) *
1 2
y PRI

Select CMS Contact (COR) : 3 4 5 6 7 a o
Cannot locate your CIMS Con SO ) S | 14| .
17 18| 19 2021 22| 23
24 25| 26 27| 28| 29| 30

31

Done

1.
2.

Enter the Contract Start Date (mm/dd/yyyy) or use the pop-up calendar.
Enter the Contract End Date (mm/dd/yyyy) or use the pop-up calendar.

14




DUA Requester — New Contractor DUA Request

Main Information Screen: Entering the CMS Contact (COR) Information

New / Re-Use DUA Request

DUA Numbet : CONT-2018-54108
MAIN INFORMATION

: Alert x
\arked w
Profect Name *: ) A CMS Contact (COR) must be registered in EIDM and -
EPPE in order for their name to appear in the drop-down
cccccccc umber * : i} list.

If wou are unable to find your CMS Contact (COR)'s
name, please alert your CMS Contact (COR) and ask
them to inform you when their registration for EIDM and
nnnnnnnnnnnnn g EPPE is complete. Then, you will be able to resume your
DUA request.

mmmmmmmm B ? “
Select CMS COR)
1

ElnaEE TEEmEE

1. Select the CMS COR from the drop-down

Select Next

3. Ifthe CORis not in the drop-down an Alert message displays when the Cannot locate your CMS
Contact (COR) link is selected. Save the DUA, and resume entry once the CMS Contact (COR)
displays in the list.

N
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DUA Requester — New Contractor DUA Request

Main Information Screen

New / Re-Use DUA Request

Main Information

DUA Number : CONT-2018-54108

MAIN INFORMATION

Required fleids ane marked with an asterisk (*)

Project Name *: Requester Training Project )
Contract Number * : CONT1234

Task Order Number : TO-123456 i

CONTRACT PERICD

S : Select the Next button.

42017 12312018

CMS CONTACT (COR) * 3

Select CMS Contact (COR) | a0y Hanson

Cannat locate your GMS Contact (COR)?

First Name : Last Name
Tarajl Henson

Email Address : Phone Number :
takepicnlc@gmail com 800-555.1212

R ES 2D @R
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DUA Requester — New Contractor DUA Request

Custodian(s)/DESY USER Screen: Add a Custodian/DESY User

MNew / Re-Use DUA Request

Maln Infamnation

CLIA Mumber : SONT-A115-53050

CUSTODIANCS) /DESY USER

dew Harm - CUA awr id - Crgaizaken

-----

Showing 000 ot D e

The Custodian(s)/DESY User
screen displays - Users who have
administrative control over
provided data and/or need access
to data files within the DESY data
dissemination system.
Select the Add Custodian(s)/DESY
User button

* Adding a Custodian is

required
A Custodinn]syDRSY User  DESY Users need to have an
EUAID
EDEID EEED

Note: Custodian(s)/DESY User(s)
added will display in the Custodians
List.

17



DUA Requester — New Contractor DUA Request

Custodian/DESY USER Screen: Add a DESY User

Add custodian/DESY User

Reguired fields are marked with an asterisk (%)

Select Dlganlzauon - -
1. Add Custodian/DESY User pop-up
Select Users *: + | Add New User d . I
Select User Location * : = | Add New Location |Sp ays . .
= 2. Enter the Organization Name.
Is the selected user a =iYes " 'No
pESY usert: 3. Select a User from the dropdown.
FuA tseria T 4. Select the User Location.
Cancel | Submit 5. Isthe selected user a DESY User?
a. If Yes, enter the EUA User ID.
b. If No, No EUA ID is asked for.
Add Custodian/DESY User x 6. Select the Submit button.
Required fields are marked with an asterisk (*).
Select Organization ™ : . Note:
Select Users *: | Add New User Adding a DESY User adds the user as a
Select User Location * i Add New Location custodian On the DUA_
Is the selected user a Yes ®No
DESY User? :
Cancel Submit

18




DUA Requester — New Contractor DUA Request

DESY USER Screen: Custodian(s)/DESY User Table

New / Re-Use DUA Request

Main informaticn

DA Muneer - SONT-2078.52530

CUSTODTIAMCS) /DESY USER

Uzer Kare = ELl& Uszrid organizatiar

2 Action

Faarch; |

REQ Uzerdng HE TRAIKIRG SORPANY

Tesing Lsenlng LHEY

Shawng 1102 of 2 enlies

Add Custodian(syDESY User

ME&Y TRAIRIRG SORMPANY 2

Ce= =

1. Custodian(s)/DESY user table
displays.

2. Enter Custodian(s)/DESY
Users as needed.

3. Select the Next button when
all Custodian(s)/DESY Users
have been added.

Notes: Select the Remove link to

remove Custodian(s)/DESY user(s)

from the table.

19




DUA Requester — New Contractor DUA Request

Please refer to the New Contractor DUA Request with Re-Use
Data Files training module for more information on adding Re-Use
Data Files to a New/Re-Use DUA.

20



DUA Requester — New Contractor DUA Request

New Data Files: Add Extraction Information

1. Data file extraction attributes display in the table below
2. Select Next

21



DUA Requester — New Contractor DUA Request

New Data Files: Enter Custodian Information

ata file information "
m 1. Custodians table is populated with
the Custodian information.

2. Select Next.

PP Fy—— Notes:

* Inthis example, the Custodians
table is automatically populated
with the DESY User’s information.

* You can add other Custodians
from the Custodian(s)/DESY User
page.

* You must have at least one
custodian on the DUA.

NE R TRANNG 127 Wan Sres Balmony 1 REED UinarTes
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DUA Requester — New Contractor DUA Request

New Data Files: Add Shipping Information

Add New Location

3. Shipping Information

1. Shipping Information tab

Data File Description : CARR - CARRIER STANDARD ANALYTICAL FILE 100% d IS p | ays *

2. Select the appropriate Access

Required fields are marked with an asterisk (*).

Access Method ™ *DIRECT ACCESS ('SHIPPING 'BOTH DIRECT ACCESS AND SHIPPING (2 Method .
DIRECT ACCESS INFORMATION
Access To Which Data CCW/VRDC ®DESY/IDR ('EFT 'Other (2
. .
e Note: In this example Direct Access

is the default Access Method and
DESY/IDR is the default Data
Disseminator because a DESY User
was added to the DUA, however this
information is editable.

23



DUA Requester — New Contractor DUA Request

New Data Files: Add Direct Access and Shipping Information

Add New Location

- 1. Select the Access to Which Data
Disseminator.
i e This example is based on
selecting the Both Direct

Data File Description : CARR - CARRIER STANDARD ANALYTICAL FILE 100%

Reguired fields are marked with an asterisk (*).

e e e e R Access and Shipping
DIRECT ACCESS INFORMATION option
ol Sl 2. Select the Access Method
Dot Dsseminaton, (setancsion =) 3. Select the Data Disseminating
Data Shipping Location *: [Chosse +] AddNewlocation G System
e o Sia 4. Select or Add the Data Shipping
;) @ Location
=D 5. Select the Primary Recipient

Selected Shipping Detals 6. The Carrier information is

|  Stopegloostn | Reciert | Camler |  CrecAcowntiumter | Acton optional

7. Select Add
8. Select the Finish button

24



DUA Requester — New Contractor DUA Request

New Data Files: Data File Attributes for First File is Complete

New / Re-Use DUA Request

m-

WA Number : CONT-2018-54108

NEW DATA FILE(S) SELECTION

PDEZ2 - 207, PRESCRIFTION DRUG EVENT DATA

MTSE - 25% Madicare Test Beneficiary Sample

PDE24 - 40%, PRESCRIFTION DRUG EVENT DATA (16+ VARIABLES)
PDECFS - 5 % PART D CHARACTERISTICS FILES

PARTDS - 5 % PART D MEDICARE SAMPLE PDE DATA

DENOMP - § % SAMPLE OF DENOMINATOR FILE (PUF)

Add selection to DUA request

Selected New Data Fie Descriptions

ARALYTICAL FILE 5%

Data File Descripuon x:“ = “m x-’ Privacy Level Suatus Acun
Ea:?ﬁﬁ:ﬁa—lii ?TOG:DQRD 100% 2010 208 DENTIFIABLE COMPLETE Q
e EE SRS DENTIFIABLE  INCONPLETE °
C:JTLRYG?téiL RRRRR Of TTTTT DENTIFIABLE INCOMPLETE [+
R S ANDARD DENTIFIABLE  INCOMPLETE o

Showing 110 4 of 4 on! irios

First file’s status is Complete
Select the Apply All link to apply
the same attributes to all the files

or
Select the Edit link on each data file

line to individually complete the
attributes

Notes:

The Apply All link will only display if
the DUA has multiple files.

It displays once data file attributes
for the first data file selection have
been completed.

25




DUA Requester — New Contractor DUA Request

New Data Files: Apply First Data File Attributes to All New Files

1. Apply Data Selection
Attributes pop-up displays

2. Select the Select All check
Apply Data Selection Attributes x .
e box to select all data files, or
Select the data file(s) to which you wish to apply the selected data attributes. Select individual data files
3. Select the Apply to DUA
s
request button
CARR20 - CARRIER STANDARD ANALYTICAL FILE 20% INCOMPLETE .
Note: When using the Apply All
CARR40 - CARRIER STANDARD ANALYTICAL FILE 40% INCOMPLETE .
feature on New data files, all
CARRS - CARRIER STANDARD ANALYTICAL FILE 5% INCOMPLETE . .
Extraction attributes (Year Range,
From/To Years, and
| Apply to DUA request | .
States/Quarters as applicable),

Custodian/Data Storage
information, and
Disseminating/Shipping
information will be applied to the
selected files.

26



DUA Requester — New Contractor DUA Request

New Data Files: Status for All New Files Displays “Complete”

New / Re-Use DUA Request

i

A Numiber : CONT-201 54100

NEW DATA FILE(S) SELECTION

: ;e 1. New Data Files Selection screen re-
:Selel:tbnﬂu-llabesf,rwuons Start typing parct ‘ displays

PDEZZ - 20% PRESCRIPTION DRUG EVENT DATA

TR o7 W e S 2. Status for all data files is Complete

PDE24 - 40% PRESCRIPTION DRUG EVENT DATA (16+ VARIABLES)

S ——— 3. Select the Next button

PARTDS - 5% PART D MEDICARE SAMPLE PDE DATA
DENCMP - 5 % SAMPLE OF DENOMINATOR FILE (PUF]

:
P T——— Note: Select Remove to remove a data file
if applicable.

Dta File Dascriptisn m“ :‘:‘ ::. Privacy Levl Stams Action
mﬂﬁ»;;ﬁﬂ:f;sx;ﬂﬂﬁn 1007% 2010 2nse IDENTIFIABLE COMPLETE (+]
ﬁzfﬁe’i‘fl‘:ﬁn ““““““ 100% 2010 218 IDENTIFIABLE COMPLETE o
L o e O 100% 210 2018 IDENTIFIABLE COMPLETE °
D T oERD 100% 2010 2018 IDENTIFABLE COMPLETE e
Shawing 145 4 of 4 enties
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DUA Requester — New Contractor DUA Request

Upload Documents

New / Re-Use DUA Request

DUA Number : CONT-2018-54108

UPLOAD DOCUMENTS

You may upload one or more documents to support your DUA,

S A s oo

=5 D erovovs 1 st ]

Upload Documents screen displays.

Predefined document type displays in the table.

Select the Upload Documents button to upload the document(s) from your local computer.

Select the Next button.

Notes

* Max file size is 2 megabytes.

* Not all file types can be uploaded. EPPE will display a message when attempting to upload non-allowable

file types.
e For easy recognition, please name files appropriately based on their contents.

BWNPE

28



DUA Requester — New Contractor DUA Request

Review the DUA

New / Re-Use DUA Request

1. Review screen displays
e 2. This slide displays the following
° sections of the DUA:
MAIN INFORMATION o * DUA Life Cycle Access (select

DA B

green plus icon)
*  Main Information
e CMS Contact (COR)
e  Contract Information
e Sub-contractor
Organization(s)

CMS Contact (COR)

B — Note: For better legibility, the screen
picture is being displayed on two
slides.

SUBCONTRACTOR ORGANIZATION(S)
UNIVERSITY OF NORTH CAROLINA

29



DUA Requester — New Contractor DUA Request

Review the DUA

DESY USERS

Search:
Lot Hama - EUAUserld ~ Orgasirstion
Ogre Shrek os23 NORTH CAROLINA STATE UNIWVERSITY [+]
Showing 180 1 of 1 entnes.
DATA FILE DESCRIPTIONS
DataFile Bescription ~—~——— FromYear To Year
CARR - CARRIER STANDARD ANALYTICAL FILE 100% NEW 2010 e [+]
o
CARRAD - CARRIER STANDARD ANALYTICAL FILE 40% NEW 2010 e L+]
TANDARD ANALYTICAL FILE & L
D MEDICARE SAMPLE PDE DATA RE-USE 2010 L+
Showing 150 5 of § entnas. Mext
DOCUMENTS
Document | Uploaded Files
SIGNATURE ADDENDUM Segnature_Addendum docx  Dowrdoad
Commants :
000 cha, s
maining
2000
raxirmum)

1.

Second half of the
Review screen displays
the following sections:

* DESY Users

 DataFile

Descriptions for
new and re-used
files (select green
plus icon to see
details)

* Documents
Enter Comments if
applicable
Select the Next button
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DUA Requester — New Contractor DUA Request

Accept Terms and Conditions and Submit the DUA

New / Re-Use DUA Request

P . Qi issinacen iy iinianic iy eisreh g

1. Terms and Conditions screen displays

2. Select the | agree to the terms and conditions
checkbox

3. Use your browser to print if applicable

4. Select Submit

31



DUA Requester — New Contractor DUA Request

DUA Submission Confirmation

New / Re-Use DUA Request  (EEETD

oo SEE oo
st i m
Ogie Frek 0523 NORTH CAROLINA STATE UNIVERSITY o
CONT-2018-54108 of 1 e

DUA Numier ; € — -
DUA REQUEST STATUS
DATA FILE DESCRIPTIONS
Your DUA request CONT-2018-54108 has been subrmitted for approval. You wil receive 3 follow.up email notification. To view the status af yeur DUA request
aate o "y DLIAIST®
PRSP S—— Fuem Yoar Ta Yeur
AR LW 200 oy o
CAR W (-]
CAR EVY L+
DUA Life Cycle o cans w3010 o
PARTDS RE USE o
MAIN INFORMATION . . -
Showing 110 5 of & solres et
DOCUMENTS
| Document | Uploaded Files
ATURE ABETNDLY S

1. Submission confirmation message screen
s displays - shown here in 2 sections

2. Submitted Queue is accessible from the
menu

omm— 3. COR will find the DUA in their Pending
RS ' Actions queue

SUBCONTRACTOR ORGANIZATION(S)
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DUA Requester - Print the DUA

Please refer to the Print DUA training module for more information
on printing your DUA.
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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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