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Training Topics 

Training Topics in This Module 

• EPPE Application Prerequisites 

• Basic Information About EPPE 

• Update/Amend DUA​
– Uploading Documents​

• 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/
• 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


* 

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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.gov I My Enterpnse Portal ;~ My Apps e Charlotte Webb • Q Help c+ Log Out 

Enterprise Privacy Policy Engine 

EPPEHome 

OUA(s) 

New / Re-Use 

Update / Amend 

Close 

Extend 

My DUA(s) 

Un-Finished 

Submitted 

Pending Action(s) 

Approved 

Expired 

Closed 

Denied 

Re-Assign OUA(s) 

Change Contact 

Ad Hoc Request 

search 

CUA Search 

My Access 

Manage Access 

My Preference(s) 

Email Preference 

Exit EPPE 

Logged in as: DUA REQUESTER 

Welcome to EPPE 
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). 

Goals: 
• Reduce the amount of time to process a DUA. 
• Transition from a paper-based to an automated process. 
• 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: 

• Contractor Approval Workflow. 

DUA Requester – Update/Amend 

EPPE Menu 

Select the Update / Amend option on the DUA(s) menu 
to display a list of Approved DUAs that can be updated. 
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iouA 
UPDATE DUA 

PLEASE SELECT ONE OF THE DUA TO UPDATE 

DUA Number 

CONT-2018-53372 

CONT-2018-541 53 

I Showing 1 to 2 of 2 entries 

Organization 

NORTH CAROLINA STATE UNIVERSITY 

NORTH CAROLINA STATE UNIVERSITY 

Requester 

Taraji Henson 

Taraji Henson 

Search: I 1j 

Request Date Status 

1-5-2018 Approved View 

2-21-2018 Approved View 

j 

DUA Requester – Update/Amend 

List of DUAs Eligible to Update 

1. A list of Approved DUAs displays. 
2. Select the View link or Search for the DUA to update. 

Note: If there are multiple pages of Approved DUAs, the Previous and Next 
buttons become enabled for scrolling through the listing. 
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OUA Life Cycle 

MAIN INFORMATION 

CMS Contact (COR) 

Contracl Peuod - Slarl Dalo 
ConuactPenod-End Date 

CUSTODIAN/DESY USERS 

E t,.ow,ng1102of28<1tnes 

DATA FILE DESC RIPTI O NS 

E t,.ow,ng1105of68<1tnes 

DOCUMENTS - Document Uploaded Files 

DUA Requester – Update/Amend 

DUA Displays 

1. The My DUA screen displays. 
2. Select the Update button. 
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DUA Request 
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DUA Requester – Update/Amend 

DUA Review Screen Displays 

1. The Update DUA Request Review
screen displays on this slide with the
following editable sections:

• Main Information
• Subcontractor Organization(s)
• Custodian/DESY Users
• Existing Data File Descriptions
• Re-use Data File Descriptions
• New Data File Descriptions
• Documents
• Comments

2. The second half is displayed on the
next slide.
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OATA FILE OESCRIPTIONS 
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DUA Requester – Update/Amend 

DUA Review Screen Displays 

The second half of the Update DUA 
Request Review screen is displayed here 
with the following editable sections: 

• Existing Data File Descriptions 
• Re-use Data File Descriptions 
• New Data File Descriptions 
• Documents 
• Comments 
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DUA Requester – Update/Amend 

Edit DUA: Upload Documents 

Select the Edit button associated with the 
Documents section to upload supporting 
documentation if applicable. 
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Update DUA Request 

DUA Number: CONT-2018-54153 

UPLOAD DOCUMENTS 
You may upload one or more documents to support your DUA. 

■ Document Uploaded Files Upload Document 

SIGNATURE ADDENDUM Signature_Addendum.docx Download Delete Upload Documents 

++i:i-4 
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DUA Requester – Update/Amend 

Edit DUA: Upload Documents 

1. The Upload Documents screen displays with a predefined document type table. In this 
example, the Signature Addendum file was uploaded when the DUA was created. The 
Signature Addendum is a required document. 

2. Select the Upload Documents button to upload additional supporting documents from 
your local computer. 

Note: 
• Max file size is 2 megabytes and not all file types can be uploaded. 
• A new Signature Addendum is required if any new Custodian/DESY Users were added to the DUA. 



 

 

Update DUA Request 

OUANumber CONT-2018,54153 

UPLOAD DOCUMENTS 
You may upload one 01 more dOOJmenls to support )Olli DUA. 

Upload Documents 

Document Type: SIGNATURE ADDENDUM 

Select Files : Choose Files No flle chosen +·++ 
Uiiiii:\Ui 
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DUA Requester – Update/Amend 

Edit DUA: Upload Documents 

1. The Upload Documents  pop-up 
displays. 

2. Select the Choose Files button 
to select  the  supporting 
document(s) from your  local 
computer. 

3. Select the Upload 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 contents. 



 

 

   
    
 

Update DUA Request 

DUA Number : CONT-2018-54153 

UPLOAD DOCUMENTS 
You may upload one or more documents to support your DUA. 

■ Document 

SIGNATURE ADDENDUM 

Uploaded Files 

Signature_Addendum.docx Download Delete 

Extra_Notes_for_DUA.docx Download Delete 

Upload Document 

Upload Documents 
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DUA Requester – Update/Amend 

Edit DUA: Upload Additional Documents 

1. The document displays in the Upload Documents table. 
2. Select the Upload Documents button to select additional files from your local computer if needed. 
3. Select the Done button. 
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DUA Requester – Update/Amend 

Edit DUA: Add Comments 

1. All updates of the DUA are complete. 
2. Enter any applicable Comments 

(optional). 
3. Select the Next button. 
Note: Selecting the Cancel Update button will 
not save the changes made and the DUA will 
retain its current approved version. 



 

  

  
   

 
   

Update DUA Request 
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DUA Requester – Update/Amend 

Edit DUA: Terms and Conditions 

1. The Terms and Conditions agreement 
screen displays (shown in 2 parts for 
legibility). 

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

3. Use your browser to print (if applicable). 
4. Select the Submit button. 
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DUA Requester – Update/Amend 

Edit DUA: Submitted Message 

1. The confirmation message 
displays. 

2. Select the Print DUA button to 
print or save the DUA as a PDF. 

3. Select the green plus sign icon to 
view the DUA Life Cycle. 

4. The DUA can be viewed in the 
Submitted queue. 

5. The DUA will need to be 
reviewed and Approved by the 
COR and then Certified by the 
DMT before it displays in the 
Approved queue. 
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DUA Requester – Print 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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