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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
– Re-Use 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
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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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DUA Requester - New Contractor DUA Request

EPPE Home Screen: DUA(s) Menu

Select New / Re-Use to begin a new DUA.
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DUA Requester – New Contractor DUA Request

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



     
         

 
      

     

 

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 {?) 

-- Previous .. 
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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) 

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.



        

 
       

New I Re-Use DUA Request 

ORGANIZATION(S) 

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.



       
 

 

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 \l) 

--- �Vi@H--

12

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



  

 

  
 
  

 
  

  

New 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 : 

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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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

New I Re-Use DUA Request 

11-11:IH:rlhl:� fMI\F:� k·il-f::+� ff ihi%I� 
MAIN INFORMATION 

ProiKtN.amt • : 

Contnlct N"umDer • : 

COHTRACTP'-RfOO • 

CM8 COHTACT(COA} • 

.... 
.S.ltct CMS Contxt [COR) : I MCOl'ifDd.()1 .... 

CONTRACT PERIOD • 

contract Start Date : contract En<l Date : 

01 /01 /2016 12/31 /2017 j 
0 Dec .. 0 

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

1 2 
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 

Done 
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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.

New/ Re-Use DUA Request 

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

Profe,t1 Name • : 

Contr:ad Number • : 

CONTRAC T P EIUOO • (/) 

Contr111ct SUlrt Date I Contr11cl El'KI cat& : 

CM:S. CONTACT jCOR) • (J) 

.... 
se1&e1 C MS Cor.rtKI jC:OR) : c:om. t CORt 

k::ann11110cate)'CU~1JSCCnac1:..J._~f? 

+@w-=a 

Alert IC 

A CMS Contact (COR) must be reg istered in EIDM and 
EPPE in order fo r their name to appear in t he 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 Mif lH:� H-H#N:1-1:� d#H Hui+� IN&hfil� 
OUAribnber CONT-2018-.54108 

MAIN INFORMATION 

ReQue$1er Training Pl'c,Jed 

Contract Numbf!r * : 

lbsk Order Numbi'r : T0-123456 

COtfTFi:A CT PERIOD • 

Contrae1 Stal'I Catt : Contr,act End Cato : 

01.0-/2017 12f.3112018 

CMS CONTACT [COR) ' 

Selec.t CMS Contact (COR) : ltmu t-1eftson 

bnnoi 1oca1c )')W CMS Coo<ac:1 (COR)? 

fti,.tN111me: lastN11me: 

TaraJI Hen,oo 

Email Addrns : Phone Number : 

fakepk:nle@gma.il.com 

.... 

(!) 

MMl·lf-m 
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DUA Requester  – New Contractor DUA Request 

Main Information Screen 

Select the Next button 
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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.  
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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.

Notes:  
• Adding a DESY User adds the user as a

Custodian on the DUA.
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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.



20

DUA Requester – New Contractor DUA Request

Re-Use Data Files Decision

1. The Re-use Data File(s) Selection Screen Displays
2. Select the Yes or No radio button to answer the question  Do you wish

to re-use any data file(s) from the existing (active) DUA(s)?
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DUA Requester – New Contractor DUA Request

Add Re-Use Data Files

1. Select the Yes radio button to re-use
data.

2. Data files available for re-use display
in a table.

3. Select the file(s) to re-use.
4. Select the Add selection to DUA

request button.

Notes:
• Files from the Primary Organization

and/or Sub-contracting Organization
can be selected.

• Before moving to another page to
select files, make sure you select the
Add selection to Non-DUA Request
button to place the files on the table
when you have completed selecting
files from the current page.



 
  

 
 

 
 
 

  

Data flle lnformaUon • 

1. Data flle extraction 2, Cu•tod ans 3, Shipping lnfor"1at10n 

Da ta File Description : PARTDS - 5 % PART D MEDICARE SAMPLE PDE DATA 

Available Year Range • : s.~10(1 ;,in Option CD 

From • : 

To * : 

Quanertsl: Cl',oose Ou1ut&f!i 

State(s) (I! applicable) : 

Selected Multlp1e From and To Year 

1-Mi+MiFhi TOYSAR QUARTER Extractlon¾/Cohort STATES STATUS I ACTION 

Previous -
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DUA Requester  – New Contractor DUA Request 

Add Re-Use File Extraction Criteria 
1. The Data file information pop-up

displays with the Data file extraction
tab in focus.

2. Select the Available Year Range
3. Select the From year
4. Select the To year
5. Select Quarters (optional)
6. Select States (optional)
7. Select Add

Notes: 
• Some  file  years in the year range  may 

not be  available (e.g. 2019  file  year). 
• Available  Quarters  and/or States for 

selection will be those  selected on the 
original DUA.

• If  quarters/states were  not selected  on 
the original DUA,  these fields  will be 
disabled. 



    
 

  
Data file information 

1. Data flle extraction 2 . Custodians 3 . Si'ltpping 1nr0rmatI0n 

Data File Description : PARTDS - 5 % PART D MEDICARE SAMPLE PDE DATA 

Available Year Range "' : [ 2010 • 2017 I ; (100% ) . . (/) 

From ,.. : s l t o1n Ov Q) 

To • : Sc-l~t an Opt 

Quanerjs): 

State(s) (lf applicable) : 

S!!lected Multlpl!! From and To Year 

!D I FA:OM VEAA: I TO YEA.A: QUARTER I Extn:11::tlon "/o J Cohort STATES I STAT\JS I ACTION 

,.,. ,.,, -
Previous Ill 
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DUA Requester  – New Contractor DUA Request 

Re-Use Data File Extraction Criteria Displays in Table 

1. Selected data file extraction attributes display in a table below
2. Select Next



 

Data f ile Information 

2. Custodians J. Shlppln(i lnforr-,atlon 

Data File Description : PARTDS - 5 % PART D MEDICARE SAMPLE PDE DATA 

Required fields are marked with an asterisk r•J. 

Custodian Organization 

Name * : 

Custodian Location • : 

Select Custodians • : 

SPl!dt 01(1dlli.cdlm11 N.i1n 

Choose Custodldn LOC&Jtlor, ... 

Ctioose Cuslt:XhAns: 

• HM 
Selected Custodian locations and Custodians 

0) 

Add New Location 0) 

II Organization J Custodian Location custodians J Em.Ill I Phone I Action 

NORTH CAROLINA 
STATE UNIVERSITY 

1 (800) 301-5555 

l&iHI Ill 

" 
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DUA Requester  – New Contractor DUA Request 

Add Custodians for Re-Use Data Files 

1. Custodians tab displays
2. Select the Custodian

Organization Name
3. Select the Custodian

Location
4. Select the Custodian(s)
5. Select  Add

Notes:  
• If a  DESY User  was added (as

in this example),  they will 
display in the  Custodians 
Table. 



25

DUA Requester – New Contractor DUA Request

Shipping Information for Re-Use Data Files

1. Shipping Information tab
displays.

2. Shipping information from the
original DUA displays in a table.

3. Select Finish.

Note: Re-used data files will not be 
re-shipped.



 

 
  

   
    
  

   
 

  

  

New I Re-Use DUA Request 

frlhii - --- ii iifll 1
-

RE · U5E DATA FlLE(5) SE LECTION 

ThflaoltDeo-Nlhpll)' .. V,-avM~•~t-~l!)r~fl'Cllnftflppttl\-.i:I [MJA,1}fDr-orpw,ll:lltlCll'I IJloir.~ 111 .. Q)lrncf 

• ..;1,,r,:,,,~~lhed-..l.•.,-,,'f'(..,,.i..i...,_.ArJd•~ 11:,DCJA~r lllAi,IO',CO.:lill .. l,l,,IILl,lloo,_.,,~t,;,l'llf~lolfJt.oU<1 

Av.:i.llablo Dilta Fffo Dcsctlpllons for Re-U-:;c 

<Xlfff-

1!561!1 

<;ON<-
2'1)17-,, ... 
"""'' ,.,,. ·-co,,r. 

LNM.RSITYOf"~ 

""""-
~t1CMOl..fll\ST11,rt 
UNNt.~t.liY 

l'tORTl'I ~$1ATI! 
lNJ\l'ERSITY 

NOR1'H ~ S.TAll;' 

IJNIVER~TY 

fC'.)M'l t1 ~WA$l""l f 
UN!VtA~ITY 

MN~ , M.,.l.lo\L &et(~,-0"111''1' 
SUM.~~! 

xrHiU('f . ccv, M!h!. ID TO &,St,! 

CR03SWJll..,ll(ALE 

P0~-20'll-~POO 
DAW E\lf,;Pff D,11.TA 

"1)t-!!,,,,.Plo:;S(:M:llfll(IN 

~UOC\ICNTO,..f.-. 

E'·4f'i/!,·1' ·1·11 it&F 

.,. __ 
OAO$$.HA, 

""'' 

- - h -
:KKM-2000 0 

ll"le":.aotetielONdltpai.·1"1tneN«MCC..le~fo"l'WM ..,.,,.. ..... :(lllill'!'nctH(tl,-OWr,.n"""°--=-, ~ I.lite ti"'t'Cdi'IM'IO~lftQrl 
lillti.OJl....,..,:,t-.,.,v,,,D-~~•k~.-ld•'<-lt-.d!Uf '"""U..1N1~:illtllll1ftPll'-l.~~ 

Sdecfed Ne<N ~ta F1'e C~lpelons tor Re,..l,be 

POEa-"""'~PT40NIH.JGEVENTO,,.TA(10-
VARIA8L£SJ 

----
...,..._ ... , - ,.,, 

f,.i ,i.-....... 111 0 
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DUA Requester  – New Contractor DUA Request 

Re-Use Data File Attributes Completed for First File 

1. Status of the first re-used file is
Complete

2. Select the Apply All link, if
multiple files were selected for
re-use

Note: Each file’s attributes can be 
edited to Complete status , or you can 
select the Apply All link associated 
with the first file to copy all the 
custodian/data storage information 
from that file to the remaining files. 



Apply Data Selection Attributes x 

Select the data fil e s to which ou wi sh to a I t he se lected data attri butes. 

For Re-Use App ly All functionality, on ly Custodian/ DataStorageLocation information 
ill be applied to selected data file (s) . 

f Piiiii m 
PDE25 - 5% PRESCRIPTION DRUG EVENT DATA (16+ VARIABLES) INCOMPLETE 

Apply to DUA request 
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DUA Requester  – New Contractor DUA Request 

Re-Use Data Files:  Apply All Custodians 

1. Apply Data Selection Attributes 
pop-up displays

2. Check the  Select All checkbox or 
select the checkbox associated 
with the applicable  files

3. Select the Apply to  DUA Request 
button 

Note:   When using the  Apply All 
feature on  Re-used data files,  only 
the Custodian and Data Storage 
information will be  applied to the  
selected files.   The  Extraction 
attributes (Year Range,  From/To  
Years,  and  States/Quarters as 
applicable)  must  be entered to  
change  the  file  status to Complete. 



   
   

  
   

    
 

     
   

  
     

   
  

 
f"-Qblla._,.dlo,¥.t1H...aeo41l.)h~ltlf-.TM:utoau'lll"OfNoefl-~--atio•IJNlheE-,,'lO .,._.,,. lrl'.:I~ 
idilC:,,lffllld~~IQed!,-C'-l~lla 'H-1efftMlir..£1111•r.lfll-wieclaa-~Aty 

S•.ilod~N,:tWO;l!.,111Mi0."'711)tl(X'I$ f(lt ~ 

~---... , - ·-

-- 1 ~- c...--'--..... C>.a- I - I "',_.. 

1)1)1.:rflllllo\ll ~1'111(),-W,-

~I Ofll ,._ )l't.illl ll"""r.._ 

POE2$.~Pl:if~~ 00!.JOE'o'f;.Vf O,t,.t •(itl• 

-- I 

l::r--c,11)2"'.,... 

naJdllilftlAl.LtAw'\!!latlll.J»o 
0<W'Ei.~LLllf.._Cln»"1-FEiflt -

·--·--

·---
==================================== 

28

DUA Requester  – New Contractor DUA Request 

Re-Use Data Files: Continue to Update File(s) to “Complete” Status 

1. File status for the remaining
file(s) displays Incomplete (only
the Custodian information was
updated with the Apply All
feature)

2. Select the Edit link for each file to
update the data file extraction
information

Notes: 
• The display of the files in this list

have been expanded to show the
file details.

• The Custodian information for the
second file is the same as that of
the first file after the Apply All
feature was used.



 

Data file information • 

1. Data file extraction 2. custod1aes 3. sh1pp1ng Informat o~ 

Data File Description : PDE25 - 5% PRESCRIPTION DRUG EVENT DATA (16+ VARIABLES) 

Available Year Range • : Select .,n Option Q) 

From .. : SeklctonOotlon • 0 

Select au OptiQn 41) 

Quaner1s1: Cl\clow OuMer<. 

Sta!el•I II! applicable) : SelKI Some Option, .. 
Selected Multiple From and To Year 

� FROM YEAR TO YEAR I QUARTER I Extrnctlon ¾ / Cohort I STAras STATUS ACTION 

Previous -
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DUA Requester  – New Contractor DUA Request 

Re-Use Data Files: Continue to Update File(s) to “Complete” Status 

1. Data File Extraction pop-up displays
2. Select Available  Year Range
3. Select the From Year 
4. Select the To Year
5. Select the Quarters (optional)
6. Select the States (optional)
7. Select  Add

Notes: 
• The Available  Quarters  and/or States for 

selection will be those  selected on the 
original DUA.

• If  quarters/states were  not selected  on 
the original DUA,  these fields  will be 
disabled.



    
 

 
Data flle Information 

1. Dat4il fil e extraction 2. C1.1stod1ans 3. Sh pptng lnfcnnatlon 

Data File Descriptio n : PDE25 - 5% PRESCRIPTION DRUG EVENT DATA (16+ VARI ABLES) 

Avell:nble Year Range • : [ :?OJO :;:,011 l ; (100~) 

From * : Sek d1 Opl 

To • : 

Quorter(s) : 

State(•! (If appli cable! : .. 
Selected Multiple From and To Year 

Q) 

Q) 

- • Q) 

10 FROM VEAR I T0 YEAR QUARTER I Extroct1on % I Cohort STATES j STATUS I ACTION 

2010 2017 N'twVoNir(s) 

PrevlOJ Ill 
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DUA Requester  – New Contractor DUA Request 

Re-Use Data Files: Continue to Update File(s) to “Complete” Status 

1. Selected data file extraction attributes display in the table below
2. Select Next
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DUA Requester – New Contractor DUA Request

Re-Use Data Files: Continue to Update File(s) to “Complete” Status

1. Custodians table is
populated with view-
only Custodian
information from the
first re-used file based
on the Apply All
function.

2. Select Next.



 

   
   
    

    

Data file Inf ormation 

3. Shipping Information 

Data File Description : PDE2 5 - 5% PRESCRIPTION DRUG EVENT DATA (16+ VARIABLES) 

Required fields are m.arked wieh an asterisk( • ). 

Access Metnod • : DIR ECT ACCESS • SHIPPING BOTH DIRECT ACCESS AN O SHIPPING ,J) 

Date Dissemination 
Syst l!m • : 

Daui Sn ipping Location • : 

Primary Recipient • : 

Carrier : 

S HIPPING I NFORMATION 

.. 
Selected Shipping Details 

J) 

I c.m,,, A«o<mt I Id Shlpptn9 L.ocAJUon R9dpi1,nt Can1tr Action ..... ..,, 
2'20S KERR HAU., CAMPVS eox 7390, CHAPEL HIU., Hol1t1 ~ 
27 ... USA 

--
32

DUA Requester  – New Contractor DUA Request 

Re-Use Data Files: Continue to Update File(s)to Complete Status 

1. Shipping Information tab
displays

Note: the re-used files will not be re-
shipped; the shipping information 
from the original DUA displays in the 
table 

2. Select Finish
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Re-Use Data Files: Continue to Update File(s)to Complete Status 

1. Re-use Data File screen re-displays
2. Status  for  all files  is  Complete
3. Select  Next

Notes:   
• Additional files  for  re-use  can be  added. 
• Data file attributes will need to  be  updated as 

described in previous  slides. 
• The  Apply All function can be  used on any 

additional files  added. 



      
 

 

New/ Re-Use DUA Request 

lf:1+11::iiH:• &·f ii SH:-. IIHIH::H+~ IHH+ii s• 
DUA Number : CONT-2018-54108 

RE-USE DATA FILE(S) SELECTION 
Required fields are marked with an asterisk (*). 

Do you wish to re-use any data file(s) from the existing (active) DUA(s)? * 

(?) 
YES <!! NO 

I 

Wftl-- MViMiHMMIIM 
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Not Re-Using Data Files 

1. Select  the No radio button if re-used data files will not be added
to the DUA request

2. Select the Next button



 
 

 
   

  

New I Re-Use DUA Request 

1%:li:iihi\H:� Data Sl~Octton Upload 00cumt1 nts. 

MTSB - 25% M8dtcare Test Ber.erlclary sample 

PDE24 • 40% PRESCRIPTION DRUG EVENT DATA (16' VARIABLES) 

Add S9l9Ctl00 to DUA request 

Selected New Data File Descriptions 

[]2bFil•Olncript1on Ertr:icbxl 'JI. I Cohort 

No <Jata avallaOle tn taOle 

SOOMng o to O ot O cn11'1e$ 

---

Review & Submtt 

M#i+MMi@M 
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Please 
DUA NumOl!r : CONT ...2018-54108 

NEW refer DATA FILE(S) to SELECTION the New Contractor DUA Request with New  Data  

Files Privacy 

Select traL..eo;,e

Data File ining l : IDENTIFIABLE 

Descriptions Star1 typing module lo 5-l!!ann. _ for more information on adding New Data 
Files to a New/Re-Use DMETSB -100% Durable Mecllcal Equipment Test System Base 

� 
INP - 100-.4 INPATIENT CLAIMS 

  
CRF -100%CROSS REFERENCE FILE 

DUA.
PDE22. 20'¼ PRESCRIPTION DRUG EVENT DATA 

 



New/ 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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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 r ecognition, please name files  appropriately  based on  their  contents.



 

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 

CMS Con'll1: t (COR) 

Contnlci. tnrom,� llon 

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 

In Ptooress 

~r•ShrM 

taJ,;epten1cC,;11nai.t com 

!800) 301 ,tJMi~ 

bibhih·I+� INHEII� 

NOA1H CAAOUHASTATE UNIVERSITY 

cotmrn 
TO t2:l456 

01~-2017 
12-3,1-:?018 

0 
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Review the DUA 

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

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

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

Organization(s)

Note:  For better legibility,  the s creen  
picture  is being displayed on two  
slides. 



 

DESY USERS 

0S23 

stlowW'lg 1 IO IOf I 4Wlie! 

DATA FILE DESCRIPTIONS 

CARR • CAARIER STANOARO ANALYTICAL FlLE 100% 

CARR20 - CARRIER STANOARO AHA!.YTICAI.. Fll.E 2Q"I.. 

CARR-40 CARRIER STANDARD ANALYTICAL FILE �O,. 

CAAftS • CARRlER STANO ARD ANALYTICAL FILE 5% 

PAATO$ ~ $ % PART O MEOICAAE SAMP\.E POE OATA 

$how',lg1I06ol6~ 

DOCUMENTS 

NORnt CAROLINA STATE UNIVERSITY 

Froia Y-

NEW 2010 

w 2010 

w 2010 

w 2010 

RE-USE 2010 

I Oocument I Upfooded Flies ----
c omrnom.c: 

--

0 

fo YHI" 

2018 0 

2010 0 

2018 0 

2010 0 

2017 0 

.... 
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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
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