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Training Topics

Training Topics in This Module

e EPPE Application Prerequisites
e Basic Information About EPPE
e Closing Select Data Files

e 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 — Close Select Data Files on the

DUA

View DUAs for Closing
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Select the Close option on the DUA(s) menu.




DUA Requester — Close Select Data Files on the

DUA

List of DUAs Eligible to Close

DUA

CLOSE DUA
PLEASE SELECT ONE OF THE DUA TO CLOSE

Search:

DUA Number ~ Organization A~ Requester A~ Request Date ~ Status v
CONT-2018-54412 SHAW UNIVERSITY Taraji Henson 3-5-2018 Expired View
CONT-2018-54411 NORTH CAROLINA STATE UNIVERSITY Taraji Henson 3-5-2018 Expired View
CONT-2018-54410 SHAW UNIVERSITY Taraji Henson 3-6-2018 Approved View
CONT-2018-54409 SHAW UNIVERSITY Taraji Henson 3-5-2018 Approved View
CONT-2018-54408 SHAW UNIVERSITY Taraji Henson 3-5-2018 Approved View
Showing 1 to 5 of 8 entries Next

1. The list of DUAs that can be closed displays.

2. You can specify Search criteria or page through the list using the Next button
to find the DUA you want to close.

3. Select the View link to close files on the DUA.




DUA Requester — Close Select Data Files on the

DUA

My DUA Screen Displays for Review

Enterprisa Privacy Policy Engine

1. The My DUA review screen displays.
The DUA status is Approved.
[ | o .
3. Select the Print DUA button to print or

] = : save the DUA as a PDF if you need a
—— record prior to closing.
e 4. Select the green plus sign icon to view the
- — DUA Life Cycle details. We will review the

- Life Cycle after closing files.
— — 5. Select the Close button.

N




DUA Requester — Close Select Data Files on the

DUA

Close DUA Files

CLOSE DUA

DUA Mumber : CONT-2018-54408

DATA FILE DESCRIPTIONS
Data File Description '\,;:" ik Status Action
FISS - PART A FISCAL INTERMEDIARY SYSTEM 2010 2018 OPEN Edit [+ f | . h I b
MPCD - MECICAID PHARMACY CLAIMS DATA 2010 2ma OPEN 4] 1' A ter Se eCtI ng t e C ose Utton
PHARM - MEDICARE PRESCRIPTION DRUG PLAN PHARMACY NETWORK PART 1 AND 2 2010 208 OPEN [} On the My DUA Screen the Close
TL DEV (NCH, HFMS, DDPS, NPICS, CME, MARX, MBD, PECOS, RAPS, RAS, FISS, 2018 oPEN & !

wss_mc-:s\;‘w'.n.m-lu & DUA Screen diSplayS.

Showing 1 to 4 of 4 enlnes

2. The Status for all files is OPEN.
3. Select the Edit link for the file you
2000 craacers want to close.

remaining

Comments :
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DUA Requester — Close Select Data Files on the

DUA

Select the Reason for Closing a File

CLOSE DUA

DUA Number : CONT-2015-54408

DATA FILE DESCRIPTIONS

Select Data Disposition Reason x

Please select one of the Disposition Statements * Pe——

FISS
The file has been destroyed, including copies, derivatives, subsets and manipulated files.
MPC
The file or coples, derivatives, subsets, and/or manipulated files have been approved by CMS for re-use.
by | did not receive physical data and only accessed data through CMS systems.
::"QIX The file was not received for this DUA. Edit (4]
Show
Comn

I Ee

1. The Select Data Disposition Reason pop-up displays.
2. Select the radio button associated with the reason for closing.
3. Select the Submit button.
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DUA Requester — Close Select Data Files on the

DUA

Confirm Closing the DUA

CLOSE DUA

DUA Number : CONT-2018-54408
DATA FILE DESCRIPTIONS

Select Data Disposition Reason

Please seiacl one of the Disposition Statements
i The file has been destroyed, including copies, derivatives, subsets and manipulated files. ¢
MEG The file or coples, derivatives. . andior iflles have been approved by CMS for re-use, “
L e | did not receive ph Close DUA Data File 9
IDRX & The file was notre¢ & You have requested to close ane or more data files on o

this DUA.Would you like to continue with the closure?

Yes No

RS s

1. The Close DUA Data File message pop-up displays.
2. Select the Yes button to confirm closing.
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DUA Requester — Close Select Data Files on the

DUA

Data File Status

CLOSE DUA

DUA Number : CONT-2018-54408

DATA FILE DESCRIPTIONS 1. The Data File Status is changed to Close.
S— -t 2. Select Edit to close other data files if
R o ow (o) s applicable or select the Apply All link to
MG WEDCAD FRAHACY CLANS AT o o close all data files for the same reason.
ppEma AT T e e B B - 3. Enter comments (optional).

4. Select the Next button.

5
H

IDRXDS - IDR DAS ETL DEV (NCH, HPMS DDPS, NFICS, CME, MARX, MBD, PECOS  RAPS RAS
FISS, VMS, MCS, MEDICAID)

2010 2016 OPEN Edit [+]

Showing 1 t04 of 4 antnes

Note: In this example, only one data file will
be closed. The option to close one or all data
files is available.

Commants :

EEREED
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DUA Requester — Close All Data Files on the DUA

All Data Files Closed

CLOSE DUA

DUA Number : CONT-2018-54412

DATA FILE DESCRIPTIONS

T S IS (| O 1. The Status for all data files is

ABBEC - ACUMEN BID TO BUCCANEER BID CROSSWALK 2010 2018 : o CIose'

M’*“’“mu"“ - 2. Select the green plus sign icon to
e —— view file details.

——— 3. Select the Edit link to change the
reason for closing a file.

Comments : _— 4. Enter comments (optional).
prieied 5. Select the Next button.

Cae

14



DUA Requester — Close Select Data Files on the

DUA

Upload Data Disposition Certification

CLOSE DUA

DUA Number : CONT-2018-54408

DATA DISPOSITION CERTIFICATION

Add Files :

Add Description :

Choose Files | No file chosan

[ oo ]

1. The Data Disposition Certification
screen displays.

2. Select the Choose Files button to

find supporting documentation on

your local computer.

Select the Upload button.

Enter a description (optional).

5. Select the Next button.

s w

Notes:

* Uploading the Data Disposition
Certification is only needed when
closing the entire DUA (all files).

e Name all files for uploading with
descriptive names associated with
the file contents.
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DUA Requester — Close Select Data Files on the

DUA

Accept Terms and Conditions

1. The Terms and Conditions
agreement screen displays.

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

3. Select the Submit button.
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DUA Requester — Close Select Data Files on the

DUA

Confirmation of File Closing

1. The Close DUA page displays.

e 2. The DUAfile closing
confirmation message displays.

3. Only selected files are Closed.

4. The DUA Status is still Approved
(not all files are closed).

5. Select the Print DUA button to

. print or save the document as
PDF.

6. Select the green plus sign button

®: - to view the DUA Life Cycle.
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DUA Requester — DUA Life Cycle

Displaying the DUA Life Cycle

DUA REQUEST STATUS

Your request to close DUA CONT-2018-54408 has been completed; however, the DUA will remain “open® until all data files on the DUA, are closed.

DUA Life Cycle ®

MAIN INFORMATION
JA Mumber
A Cusiomer Type

A Category

JA Status

DL
DL
oL
ol

E
Requ
2

R

R

Select the Green Plus Sign Icon to view the DUA Life Cycle.
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DUA Requester — DUA Life Cycle

Status Progressions and Actions Display

o QTS

DUA REQUEST STATUS

requas: 1o cloge DUA CONT-2018-5440€ has been completed: Nowever, the DUA will remain open” ntil all a3 fies on the DUA are closed,

DUA Life Cycle ©

Corrmets

1. The DUA Life Cycle details display.
The DUA Status is Approved.
3. The DUA Action is DUA Close
Request Update.
4. Select the DUA Close Request link to
view more details.

N

MAIN INFORMATION
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DUA Requester — DUA Life Cycle

File Closure Details

DUA Life Cycle ©

DUA Update Summary x
Search: | o
ctions
Change Field Name Data Description old New Value
Type . R Value N —
Added Data File PART A FISCAL The file was not received
Disposition Reason INTERMEDIARY SYSTEM for this DUA.

. PART A FISCAL
Changed Data File Status INTERMEDIARY SYSTEM Open Closed

Showing 1 to 2 of 2 entries

1. The DUA Update Summary displays to show the details of the file closure
updates.

2. Select the X button to close the window.
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DUA Requester — DUA Life Cycle

Status Progressions and Actions Display

DUA REQUEST STATUS

VT-2018-64408 has been compleled; however, the DUA will remain “open® untl all data files on the DUA are cosed

DUA Life Cycle ©

Action R Special
o it Instructions
- Maro, 2018 TR oy o ar
““““ FOT:32 PM Henson M for non-recelpt
Mar 5, 2018
e
Appron 12:27:21 PM Hormcns
Mar 5, 20 o raji
12:24:20 AT e
Mar 5, 2018 = rafi
REAT
15120AM T DR e o
In Progress ":""5‘50“:2?‘ CREATE DUA :"‘1"
1151 o lerson
Showing 1108008 entrios o

MAIN INFORMATION

The DUA Life Cycle details re-
display.

Select the Next button to scroll
through the life cycle list if
applicable.

Select the Red Negative Sign Icon
to collapse the DUA Life Cycle.
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DUA Requester — Print DUA

How to Print the DUA

DUA REQUEST STATUS

Your request 1o close DUA CONT-2018-54408 has been completed; however, the DUA will remain "open” until all data files on the DUA are closed. .

DUA Life Cycle (&)

MAIN INFORMATION

W, mber

W e

i ory 42 - CMS PROGRAMS
D s
Expiration Crate 02-201
Requested Dat
Re

L

Select the Print DUA button at the top of the screen to access printing options.
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DUA Requester — Print DUA

DUA in HTML Displays for Printing

et 1. The DUA Displays in HTML format for

printing.

2. The file that was closed shows the
Status as Closed with the Disposition
Reason.

3. Sections displayed are:

*  Main Information

bocomms * CMS Contact (COR)
*  Contract Information
S N — * Subcontracting Organization

DATA FILE DESCRIPTION

e Documents
e DESY Users
e Data File Descriptions
e Custodians
* DUA Life Cycle
4. Select the Print link to:
e  Printthe DUA or
e Save the DUA in PDF format

23



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

25
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