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Training Topics 

Training Topics in  This Module 

• EPPE Application Prerequisites 

• Basic Information About EPPE 

• 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 



 

    
 

   

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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CREATING A DUA 
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DDUUA RA Reeqquueesstteer r – –NNeeww Co Connttrracacttoorr D DUUAA R Reeqquueesst t

EPPE Home Screen: DUA(s) Menu 

Select New / Re-Use to begin a new DUA. 



       
  

 

/ 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? * 

Mi@M 
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DDUUA RA Reeqquueesstteer r – –NNeeww Co Connttrracacttoorr D DUUAA R Reeqquueesst t

DUA Type Selection 

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

Sub-Contracting Organization Decision 

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?”

New / Re-Use DUA Request 

ORGANIZATION(S) 
Required fields are marked with an asterisk (*). 

NORTH CAROLINA STATE UNIVERSITY Your Organization : 

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

YES NO a) 

Previous 



Re-Use DUA Request 
ORGANIZATION (S) 

Your Organization ; NORTII CAROLINA STATE UNIVERSITY 

Do you wish 10 addlrem'JVe a sub-o:mtractir,g organlz.ation(s) for 111ls DUA request? 

• YES NO Q) 
Use the Sub-contracting Organization (autocomptete search fie1d) to selecl an organization and then cllct Add bunon to add the sub-con1ractlng organization to 
IM DUA Request. ~.al 1rie: proce-ss 10 acid a&fltlonal $01:t-cormactlng org.an1.zatlons 10 lhe: DUA R~quesl. 1r tne 0Jganli.a110n Is nol locate-cl rn tne Si!',;1rcn 11$1, 

select Cannot Locate Organization lfnk. The selected sub-oontraclJng organlz.alioos on the DUA requesl are shown In the 1able. 

Salact Sub-Contracting 

OrganlzaUon " : 

(untvcr$1ty ol nonn caroll~ ] cannot locate n,~ Organtzanon? ® 
UNIVERSITY OF NORTH CAROLINA 

• 
UNIVERSITY OF NORTH CAROLINA • CHAPEL HI LL 
UNIVERSITY OF NORTH CAROLINA - GREENSBORO 

UNIVERSITY OF NORTH CAROLINA (UNC) 

UNIVERSITY OF NORTH CAROLI NA • CHARLOTTE 
setocted SUl>-COotrac<tng Orgal UNIVERSITY OF NORTH CAROLINA 

j Sub-Contracting Orgnn!zatlon Name I Action 

Mi-k♦◄·@M MMIN♦M@M 
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DUA Requester – New Contractor DUA Request 

Add Sub-Contracting Organization 

1. Answer Yes to select a Sub-contracting Organization
2. Enter the Sub-Contracting Organization name
3. Select the sub-contracting organization from the drop-down list.
4. Select Add
Note: You must select the organization from the list.



I Re-Use DUA Request 

ORGANIZATION(S) 
ReqUll9d f/6/d$ are marked w.'rh an al!tf.ttrl$k r•) 

Your Organlz.atlon : NO~TH CA~OLINA STATE UN IVERSITY 

Do you wtsh to adClremove a sub-a>ntracllng organlz.atlon(s) for lnls DUA request? 

• YES NO (D 

Use the Sub--Conlractlr,g Orgal'laatloo (autocomplet«!I seiJrch field) to select an organizaUon and then dick Add button to add the sub-conuacijr)9 organll:atJon to 
I.he DUA Request. Repeat the process 10 add addltlonal sub-contracting organlzatlOns lo the DUA Request, If the organtzation Is not localed In the search 11$1, 
~ Cannot Locate Organization link, The selected s:ub-00n1mc,lng orgal'llzallons oo the DUA reciuest rue Shawn in the !Obie. 

S.l•ct Sub-Contracting 

Organization • : 

Search by entering al 1eas1 3 characters C3nnot kX:ale lhe Organuat.on? (D .. 
Scleaed Sub-Conlractlng Organizallons 

■ Su.t>-eontractlng orgi:nizauon Ni:une Action 

U rv£RSITV OF NORTH CAROLINA 

ew1+ 11++nue 
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DUA Requester – New Contractor DUA Request 

Sub-Contracting Organization Displays in Table 

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. 



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 \l) 

--- ►Vi@H--
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DUA Requester – New Contractor DUA Request 

No Sub-Contracting Organization Needed 

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



I Re-Use DUA Request 

f fif&H:► &+Shill:~ bihlHril:I► ldMif H► 
DUA Nurnoer : CONT-2018-54108 

MAIN INFORMATION 

Proj&et Name * : 

Contract Number ""' : 

Tes.k. Order Number : 

CONlRACT PERIOD • 

Contract Start Date : Contract End Date : 

(v 

(v 

(v 

CMS CONTACT (CORI ' (1) 

Select CMS Conlllct (COR) : Su I :MS -.onloel iCORt 

Cannot loca!e your CMS Contaci (COR)? 

I 

F+ii&M·@M Melill+f&MiMM 
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DUA Requester – New Contractor DUA Request 

Main Information Screen 

1. The DUA Number is
displayed.

2. The Main Information
screen displays. 

3. Enter the Project Name
4. Enter the Contract Number
5. Enter the Task Order

Number (Optional)
6. Enter the Contract Period

Dates 
7. Enter the CMS Contact

(COR) 
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New I Re-Use DUA Request 

11-11:IH:rlhl:► fMI\F:► k·il-f::+- ff ihi%I► 
OUAH\.mbt:, CONt.201~•oe CONTRACT PERIOD • 

MAIN INFORMATION 

ProiKtN.amt • : 

contract Start Date : contract En<l Date : 

j 01 /01 /2016 12/31 /2017 

0 Dec .. 0 

Su Mo Tu We Th Fr Sa 
CMS CO NTACT (COR) • 

1 2 
COHTRACTP'-RfOO • Select CMS Contact (COR) : 

3 4 5 6 7 8 9 

11 12 13 14 15 16 

18 19 20 21 22 23 

25 26 27 28 29 30 
CM8 COHTACT(COA} • 

.S.ltct CMS Contxt [COR) : 

C3rnot locll!' }'DUr CMS corta::t jCOR)1 - Done .... .... 
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DUA Requester – New Contractor DUA Request 

Main Information Screen: Entering the Contract Period 

1. Enter the Contract Start Date (mm/dd/yyyy) or use the pop-up calendar.
2. Enter the Contract End Date (mm/dd/yyyy) or use the pop-up calendar.
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DUA Requester – New Contractor DUA Request 

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

1. Select the CMS COR from the drop-down
2. Select Next
3. If the COR is 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.

Alert IC 

A CMS Contact (COR) must be reg istered in EIDM and 
EPPE in order fo r their name to appear in the drop-down 
list . 

If you are unable to fi nd you r CMS Contact (COR)'s 
name, p lease alert you r CMS Contact (COR) and ask 
them to inform you when t heir regist ration for EIDM and 
EPPE is complete. Then, you will be able to resume your 
DUA request. 

New/ Re-Use DUA Request 

I IHH:dih► Hihiiiiili:► Rl·ifr·/11111:1-► ffoiiiWHI► 
MAIN INFORMATION 

Rsqundn.rd!"llf8 /'TWMd'Wi'rha.i-1tS!trlu r J. 

Contr:ad Number • : 

Ta!:I,; 0rd&r NI.Hrber : 

CONTRACT PEIUOO • 

Contr111ct SUlrt Date I Contr11cl El'KI cat& : 

CM:S.CONTACTjCOR) • 

se1&e1 C MS Cor.rtKI jC:OR) : 

k::ann11110cate)'CU~1JSCCnac1:..J._~f? .... 
c:om. t CORt 

(l) 

(l) 

(l) 

(/) 

(l) 



 

 

New / Re-Use DUA Request 

IWIIH:► 1-H#@H:♦ ##Hih:I+► ifo&i&il► 
DUA NWrlOer CONT-201S-54108 

MAI N IN FORMATION 

PTolect Name .. : Reques:ier Training Pl'ofeel 

Contract Number " : 

CONTRACT PERIOD • 

Contrai:c Stan Dale : Contract End Datt : 

01,0C,/2017 12}3112016 

(i) 

CMS CONTACT [CORI • {i) 

S.klc:t CMS Contact (COR) ; )llffllt Hensoo 

'Cannol lo<atc )Wf CMS Coooaot (COR)? 

fl1'1.tN111me : 

TaraJI 

Em.,1I Adm-es& ; 

lak<pcnlc@gmal.com 

.... 
LastN111me: 

Hensoo 

Phonrt Number : 

Ei:lll-if♦-1111 
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DUA Requester – New Contractor DUA Request 

Main Information Screen 

Select the Next button. 



   

/ Re-Use DUA Request 

Main 1nr.:.111u11on &%·+++► ldH!fil► 
CUSTODIAN (S)/DESY USER 

U--N■ l'III ... Cll rl lJur ld .,._ ~.,a■ ta, 

A.olJ eutlodionMtDHY U...1 

FHS◄·MIM l&P1M◄i&H 
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DUA Requester – New Contractor DUA Request 

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

1. 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.

2. Select the Add Custodian(s)/DESY
User 

 

button
• Adding 

 

a 

 

Custodian is
required

• DESY Users need 

 

to have an
EUA ID 

Note: 

 

Custodian(s)/DESY 

 

User(s) 
added will display in the Custodians 

 List.  



  

 

Add custodlan/DESY User 

Select organ l:z.adon • : lOOO< u,011 •I n 

Select Users • : c•, us 

Select User Location * : rh 

Is the se1ecte<1 user a •Yes NO 
OeSY Use(? : 

EUA User Id 

Can cel submit 

Add Custodlan/DESY User 

ReqvirerJ fields are marker/ with an asterisk(•), 

Select o rganlZatlon * : 

Select Users • : 

Select User Localion • : 

Is the selected user a 
DESYUur?: 

C-hooselker 

Yes • No 

can cel 1 submit 

IC 

Add New User 

Add New Loc.itlon 

_J 

Add New User 

Add N ~w Location 
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DUA Requester – New Contractor DUA Request 

Custodian/DESY USER Screen: Add a DESY User 

1. Add Custodian/DESY  User  pop-up 
displays. 

2. Enter the Organization Name. 
3. Select a User  from the dropdown. 
4. Select the User Location. 
5. Is the selected  user a DESY User? 

a. If Yes, enter the EUA  User ID. 
b. If  No, No EUA  ID is asked  for. 

6. Select the Submit button. 

Note: 
Adding a  DESY  User  adds the user as a  
Custodian  on the DUA. 



  

 

ew/ Re-Use DUA Request 

iiif ++- &+Mil+• b#HH::+► i:liiif Hf I► 
ClJ STODTA (S)/DFSY USER 

seor~h: 

• EU~ m fil 

REO U3€rCne 

0 

Add Cus;l:o.!:tlanjs}'OES'f Us..iir 

F:15¥\iilM MrifrEM\iMM 
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DUA Requester – New Contractor DUA Request 

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

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. 
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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. 



Data file information 

1. 0,aU me extraction 2. c~stod ans 3. Sh pp ng lnformat on 

Data Rle Descliption : CARR - CARRI ER STANDARD ANALYTICAL FILE 100% 

Data File Extraction % I 

conon • : 

From · : 

Qunn~rr~, : 

S!Ate(s) (If applicable) : 

':tefe-ta.n()pt 

SP.100 IHI Opt 

Selected Multiple From and To Year 

Q) 

ID I FROM YEAR I T0 YEAR I QUit.RTER I EJttruc11on % I C-0-hort Slit.TES STII.TUS I ACTION 

2010 201' , .... 

PrevlOus -

21

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 



 

   

1file inlDn11aLfon • 

2. Custodums 

._ ... 
COIF<ffl 

12ililanawl. 'T'Q'I -2 arT , 1• 
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DUA Requester – New Contractor DUA Request 

New Data Files: Enter Custodian Information 

1. Custodians table  is populated with
the Custodian information.

2. Select  Next.

Notes:   
• In this 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.



  

 

New Location 

1. Data file extraction 2. Custodians 3. Sh1pp1ng Information 

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

Required fields are marked with an asterisk ( * ) . 

Access Method * : • DIRECT ACCESS SHIPPI NG BOTH DIRECT ACCESS AND SHIPPING Q) 

DIRECT ACCESS INFORMATION 

Access To Which Data CCW/VRDC • DESY/IDR EFT other 0 
Disseminator * : 

CflMH+i 1111 
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DUA Requester – New Contractor DUA Request 

New Data Files: Add Shipping Information 

1. Shipping Information tab 
displays. 

2. Select the appropriate  Access 
Method. 

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. 



New Locat ion 

3. Shipping Information 

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

Required fields are marked with an asterisk ( * ). 

Access M@t.noti * : DIRECT ACCESS SHIPPING • BOTH DIRECT ACCESS AND SHIPPING @ 

DIRECT ACCESS INFORMATION 

Acc:ess To Whic:h Data 

Dl55eminator • ; 

CCW/VR DC • DESY/IO R EFT Other @ 

DBta Dlssemlnauon 

system *: 

Selecl!!_!.Q£.ic1.!!,_ .. 

SHIPPING INFORMATION 

Data Shipping Location ... : Ch 51' p,ng l 

Primary Recipient • : Ch~ Re<: pient __ _ 

S I n, OpUOn .. 
Selected Shipping Details 

. (D 

Add New Location © 

Id I Shipping Loc.-:Jticn I Recipient ~mer CiJm&r Account Numbet" [ Acbcn 

, .... 
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DUA Requester – New Contractor DUA Request 

New Data Files: Add Direct Access and Shipping Information 

1. Select the Access to Which Data 
Disseminator. 

• This example is based on 
selecting the Both Direct 
Access and Shipping 
option 

2. Select the Access Method 
3. Select the Data Disseminating 

System 
4. Select or Add the Data Shipping 

Location 
5. Select the Primary Recipient 
6. The Carrier information is 

optional 
7. Select Add 
8. Select the Finish button 



/ Re-Use DUA Request 

ew,e:.;.+ h#HH::11::► IW#ifil► 
OUAN.miber : CONT-2018-5'108 

NEW DATA FI LE(S) SELECTION 
Reqund~!JffllmadMl'Mtltfflastttr.$k ~ J 

PriTacy Level; • (f) 

S.tK10.ti1F'"lle ~riptiom Starttypngtoseard'L 

PO£Z2 • 20% PRESCR1n10H DRUG EVENT DATA 

MTS8 - 2S% MedQre Test Bentficllry S•mple 

POE24 • 40% PRESCRIP11c»i O~UG EVEHT DATA (Hi• VARIABLES) 

PDECF5 • 5 % PART D CHARACTEIUSTICS FILES 

PA.RTD5 • 5 % PART D MliDiCARli SAMPLi PDi DATA 

D!HOM,- • 5 % SAt.PLI! OP D~NOMINATOlt Jl'lll! ( " UP) 

A.llllsetectlontoOUA ~ 

Seleeled Ne-N Data Fi;e Descriptions 

~NlaOuGflllll9e 

CAAR - CARRIER STANDAAD 
AtW.YllCAl A LE 100'1. 

CAAR20- CAAA!ER STANOAAD 
ANA1,.YTtCAl, F11..f 20'I(.. 

~R40 -CARRlfR STAtlOARO 

AMAl.YTICAl. FII.E 4~ 

CARR5 - CARRIER STANDARD 
ANAI..YTICAL r!Lf ~~ 

Shcwklg 1 lo.CCC'4ctn'1ae 

----

Enr~'ll. f ..... 
"'"" 2010 2018 Of;NllFIAl3I..I; COMPLETE 

DENTIRAB..E INCO LETE 

0ENTIFIA8,.f INCOMPLETE 

DENTIRAB....E INCOMPUTE 

Edll­,.,.,,,.,, 0 

Edi I RCflOYC 0 

Edi IR~ 0 

■ 

+awm 
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DUA Requester – New Contractor DUA Request 

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

1. First file’s status is Complete 
2. Select the Apply All link to apply 

the same attributes to  all the files 
or  

3. 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. 



Data Selection Attributes 

Select the data fi le(s) to wh ich you wish to apply the selected data attri butes. 

u 

u 

■ select All Data File Description 

CARR20 - CARRIER STANDARD ANALYTICAL FILE 20% 

CARR40 - CARRIER STANDARD ANALYTICAL FILE 40% 

CARRS- CARRIER STANDARD ANALYTICAL FILE 5% 

Apply to DUA request 

Status 

INCOMPLETE 

INCOMPLETE 

INCOMPLETE 

,c 
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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

box to select all data files, or
Select individual data files

3. Select the Apply to DUA
request button

Note: When using the Apply All 
feature on New data files, all 
Extraction attributes (Year Range, 
From/To Years, and 
States/Quarters as applicable), 
Custodian/Data Storage 
information, and 
Disseminating/Shipping 
information will be applied to the 
selected files. 



Re-Use DUA Request 

hHS ·I:► ffad§l · I:► f*l··f :I: ► 1·¥#1-
~Number .CONT-20 111-5,4 100 

NEIii DATA FILE(S) SE LECTION 

IIIDIZ! •21)'4 ll'RIESCRIPTION DRUG l!:Vl!JHOATA 

ilTSB • 2S% Ma<kare Tnt 8en&1Ydlry Sample 

P'OU.. • 40% ll'RIESCRIPllON OROO IIVEHT DATA (16• VAfiUABLES) 

PDE:ar5. 5 % PART D CHAR.ACTEAISnes FILES 

PAATD.5 - 5 % PAR 0 ME.C>ICAAE SAMPLE PDE. DATA 

OENOMP · ' '"4 SANPI.E OF DiNOr.'JNATOR FILE IPUF) 

Sele<ie<l Nt,N Data Fie O03C11>tions 

0a&.1, ... ouc.np11oa 

CAAA -CAAAll:A STANOAAD 
ANALY11C.AL ~!LE 100'H, 

CARR20 . CARRIE.A: SfA~O 
ANALYTICAL Fll.E 20'Ji. 

CAAn40 . CArul!ER S'T'A'IOAn.0 
ANALYTIC,\l. Fill! 40"'-

CAAM • OAAAJl!A: STAr'OAAO 
ANALY ttCN.. IL£ et~ 

Sh:)w.ng 1 to-4d4..r!IM 

---

............. 
~,a 10!::NtlflAHLI::: 

2010 ,,,. lDENTif tABLE 

\OO'A, 2010 ,,,. IDENTIAABLE 

\OO'A, 2010 ,,,. IDENTlflABLE 

i 

C0NPLETI=: 
Ed.t IAemave 
ApolyAII 

0 

COMPLETE Edt IRemcMt 0 

CONPLEff. Edt !Remove 0 

COMPLETE Edt IRtnlC1Ve 0 

l#W .... 
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DUA Requester – New Contractor DUA Request 

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

1. New Data Files Selection screen re-
displays 

2. Status for all data files is Complete 
3. Select the Next button 

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



Re-Use DUA Request 

ii@@++·+► &·&ii&+·--.. §@■++++ 8-&Mi#&i► 
DUA Number : CONT-2018-54108 

UPLOAD DOCUMENTS 
You may upload one or more documents to suppon your DUA. - Document Uploaded Files Upload Document 

S IGNATIJRE ADDENDUM Uplo.1d Oocum•nb 

M?h1\NM-
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DUA Requester – New Contractor DUA Request 

Upload Documents 

1. Upload Documents screen displays.
2. Predefined document type displays in the table.
3. Select the Upload Documents button to upload the document(s) from your local computer.
4. 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.
• For easy recognition, please name files appropriately based on their contents.



I Re-Use DUA Request 

I: fdhl:::Hh► ll■■ bibhih·I+- INHEII► 
DUA~ CONT-2018-54108 

REVIEW 

DUA Life Cycl~ 

MAIN INFORMATION 

DIJANurnbOf 

DUAC!Klomet'l'fPI' 

DUAR9Q~Type, 

OUASWus 

R&e:1UHll!f 

A:9QU8Sll!!f'sEmal 

R1K1UHl0f'sPhOMNIJl1'bef 

LA5' Ul)dal811 By 

Qr~LHIIOON&me 

Pro,ectName 

CMS Con'll1: t (COR) 

PhonciNumb&t 

Contnlci. tnrom,■llon 

COrllliDCINumbtlf 

Tll!.kOfde! NIXTtl@!t 

c«int:t~r-o:3,Star1D8l8 
CcwilUK( Ponod - End D:itt: 

SUBCONTRACTOR ORGANIZATION(S) 
UNIVERSITY OF NORnt CARot.lNA 

CONT-2011-~lDI 

c"'"'"'"" 
CREATE DUA 
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DUA Requester – New Contractor DUA Request 

Review the DUA 

1. Review screen displays 
2. This slide displays the following 

sections of the DUA: 
• DUA Life Cycle Access (select 

green plus icon) 
• Main Information 
• CMS Contact (COR) 
• Contract Information 
• Sub-contractor 

Organization(s) 

Note: For better legibility, the screen 
picture is being displayed on two 
slides. 
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DUA Requester – New Contractor DUA Request 

Review the DUA 

1. Second half of the 
Review screen displays 
the following sections: 

• DESY Users 
• Data File 

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

• Documents 
2. Enter Comments if 

applicable 
3. Select the Next button 
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DUA Requester – New Contractor DUA Request 

Accept Terms and Conditions and Submit the DUA 

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

checkbox 
3. Use your browser to print if applicable 
4. Select Submit 
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DUA Requester – New Contractor DUA Request 

DUA Submission Confirmation 

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

2. Submitted Queue is accessible from the 
menu 

3. COR will find the DUA in their Pending 
Actions  queue 
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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 

mailto:eppe@cms.hhs.gov
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