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Training Topics 

Training Topics in This Module 

• EPPE Application Prerequisites 

• Basic Information About EPPE 

• Closing Select Data Files 

• 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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CLOSE SELECT DATA FILES ON A DUA 
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DUA Requester – Close Select Data Files on the 
DUA 

View DUAs for Closing 

Select the Close option on the DUA(s) menu. 



lcuA 
CLOSE DUA 

PLEASE SELECT ONE OF THE DUA TO CLOSE 

DUA Number 

CONT-2018-54412 

CONT-2018-5441 1 

CONT-2018-54410 

CONT-2018-54409 

CONT-2018-54408 

[ Showing 1 to 5 of 8 entries 

Organization 

SHAW UNIVERSITY 

NORTH CAROLINA STATE UNIVERSITY 

SHAW UNIVERSITY 

SHAW UNIVERSITY 

SHAW UNIVERSITY 

Requester 

Taraji Henson 

Taraji Henson 

Taraji Henson 

Taraji Henson 

Taraji Henson 

Search: 

Request Date Status 

3-5-2018 Expired View 

3-5-2018 Expired View 

3-6-2018 Approved View 

3-5-2018 Approved View 

3-5-2018 Approved View 

Next ] 
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DUA Requester – Close Select Data Files on the 
DUA 

List of DUAs Eligible to Close 

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. 
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DUA Requester – Close Select Data Files on the 
DUA 

My DUA Screen Displays for Review 

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

save the DUA as a PDF if you need a 
record prior to closing. 

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. 



CLOSE CUA 

DUA Nu~ : CONT-2018-54408 

DATA FILE DESCRIPTIONS 

O.ta Fill Dna iiidtin 

FISS. PART A FISCAL lNTERMEOtARY SYSTEM 

MPCD. MEDICAID PHARMACY CLAIMS DATA 

PHARM · MEDICARE PRESCRIPTION DRUG PLAN PllllRMAcY NETWORK PI\RT 1 ANO 2 

IORXOd - IOR O ETL oev (NCH, HPM$ OOP NPIC . CM MARX, t.180, PECO RAP RA Fl ~ . 
VMS, MC: . ME:OICAIO) 

Show.-ig 1 Lo 4 o1 4 cntno, 

Comments : 

ZCOOch­
rema1111ng 

(ZCOO 

maximum/ 

F,orn , .. 
2010 

2010 

2010 

2010 

,. 
'"' 

2018 

20 16 

2018 

20 18 

OPEN 

OPEN 

OPEN 

0 

0 

0 

0 

IMl· ·f♦-aa 
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DUA Requester – Close Select Data Files on the 
DUA 

Close DUA Files 

1. After selecting the Close button 
on the My DUA screen, the Close 
DUA Screen displays. 

2. The Status for all files is OPEN. 
3. Select the Edit link for the file you 

want to close. 



CLOSE DUA 

DUA Number CONT-201&-54408 

DATA FILE DESCRIPTIONS 

.... 
FISS 

MPC 

PHAI 

IOR)( 
VMS, 

Cornn 

Select Data Disposition Reason 

Please select one of Lile Disposition Stalements • : 

The file has been destroyed, Including copies, derlvatlves 1 subsets and manipulated files, 

Tile me or copies, <1enva11ves, subsets, an<lior manipulated rues nave been approve<! by CMS ror re-use. 

I did not receive physical data and only accessed data through CMS systems. 

The file was not recelved for this DUA. 

WfiiiM 

" 

Ld l 

Fd l 

ldt 

0 

0 

0 

0 

M#HM◄@M 
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DUA Requester Close Select Data Files on the 
DUA 

– 

Select the Reason for Closing a File 

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. 



ClOSE OUA 

DUA Nun- CONT-201!~54408 

DATA FILE DESCRIPTIONS 

select oata olsposltlon Reason 

0... 

Pleo::ise ~ one ot lhe Oi5po$11ion Sbtements 

The me has been destroyed, Including copies, derivatives, subsets and manlpulated files. 

" 

FISS 

MPC 

PtW 

Tlle me or copies, <1er1vat1ve-s. subse1s. anwor manIouJa(eCI flies have J>e-en aooroveel by CMS ror re-use. 

•ORX 
Vt.1S, 

Sh 

Com 

I did nor receive p Close DUA Data File x 

• TIie me was not re~ A You have requested to close one or more data files on 
this DUA. Would you li ke to continue w ith th e closu re? 

WWI+ 
Yes No 

MMl· 1M 

0 

0 

0 

0 
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DUA Requester – Close Select Data Files on the 
DUA 

Confirm Closing the DUA 

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



ClOSE DUA 

DUA- : CONT-20' 8-54408 

DATA FILE DESCRIPTIONS 

O.UF .. ~ 

F'ISS-PAATAS:I CAL IITTE:RM(O!ARYSY lEl,1 

MPCO . MEDICAID PtMMACY CLAIMS DATA 

PliAAM • MEDICARE PRESCRIPTION DRUG Pl.AN PHAAM/\CY NETWORK PARl 1 AtlO 2 

IORX04 . JOR OAS ETl oev {NCH HPMS OOPS, ,NPl CME MARX wao PECO RAP AAS, 
FISS, VMS, MCS MmCA!DI 

h0Mng11040l'.tlltnlfle$ 

Conmtnts: 

2010 

2010 

l010 

2010 

.. '""• """' ,.., 

0 u,, 
2011 - 0 

"' 
21)1, OPEN Edit 0 

2011 OPEN E-d11 0 

2016 OPEN (d11 0 

lb·1fWIIIII 
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DUA Requester – Close Select Data Files on the 
DUA 

Data File Status 

1. The Data File Status is changed to Close. 
2. Select Edit to close other data files if 

applicable or select the Apply All link to 
close all data files for the same reason. 

3. Enter comments (optional). 
4. Select the Next button. 

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



CLOSE OUA 

OUA Numt>cf CONT-2018--54412 

DATA FILE DESCRIPTIONS 

A866C ACUMEN 610 TO SVCCANEER 610 CROS WAI.K 

XWAI.KA . ACUMEN_810 TO BENE_IO CROS WAI.K llf 

MAXA . AI.PHA-MAX 

MCBSXW. BASEIO TO HIC CROSSWI\I.K FROM THE MCBS 

Sh0w1ng 1 lO .,i or 4 en1nes 

Comments: 

rrlJfflYHr 

2010 

20 10 

2010 

2010 

2000 characief3 

,umalnJng 

/20()() 
maxunum} 

JO'l'ur $t•n·•• 

2018 

2018 

2018 

2018 

Mtlo n. 

Ld11 
0 Apply All 

Ld1l 0 

Fd1l 0 

LO I 0 

MriiilflMMi¥M 

14

DUA Requester – Close All Data Files on the DUA 

All Data Files Closed 

1. The Status for all data files is 
Close. 

2. Select the green plus sign icon to 
view file details. 

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

4. Enter comments (optional). 
5. Select the Next button. 



DUA 

DUA Number : CONT-201&-54408 

DATA DISPOSITION CERTIFICATION 

Add Flies: C-hoose Flle5 1NofL1e-~n 

Add DQscrtptlon : 

NIM 

2000 charac/e,s 

remB!nlng 
/20/JO 
maJfimum) 

MMl·+S◄'MM 
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DUA Requester – Close Select Data Files on the 
DUA 

Upload Data Disposition Certification 

1. The Data Disposition Certification 
screen displays. 

2. Select the Choose Files button to 
find supporting documentation on 
your local computer. 

3. Select the Upload button. 
4. Enter a description (optional). 
5. Select the Next button. 

Notes: 
• Uploading the Data Disposition 

Certification is only needed when 
closing the entire DUA (all files). 

• 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 I 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. 
2. The DUA file 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. 



CLOSE DUA Mi:il:HiM 

DUA REQUEST STATUS 
Your '"Guest to close DUA CONT-2018-54408 has been completed; however, the DUA v,;11 remain "open" ootll all data files on tile DUA are dosed. 

DUA Life Cycle 0 
MAIN INFORMATION 

OUA Numt>ei CONT-2018-54408 

OUA Cib10mtr ry-pQ Conlrlltlor 

OUA C.1ego,y 42 - CMS PnOCRAMS 

DUA Sto;11tu~ Ajlp<"""'3 

hp11a11on Date 04-02-2018 

Req~s11ilN:1 Oete 03-00.2018 

Req~Shlf Te1a11H':IM<>n 

RtQueshlf'S Email rakePK111c@ama11 com 

RtQueshlf's Phone Number (800) 55>1212 

Las.I Updated B!t 

Organizat,on Name SHAW UNIVERSITY 

PtotDC.1 Namo Eiu:11rod Tosl 
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DUA Requester – DUA Life Cycle 

Displaying the DUA Life Cycle 

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



DUA Mdiili·l'tM 

DUA REQUEST STATUS 
'l'Outte,qi;ee.t tOGl:)S~ DUA CONT 2018~4()8 I\H beffl COf'l'IPlil(fCI; riowe ..... ere DUI\ w11t tem:u'l •open°"wil!I 3llda'.3 IIINO'I U\e OOA:areCI0$9d, 

CUA L1fo Cycl• 0 

OOASt.atu, 

~ I>)' CMS COR-wattng b COl"luac.:101 
OUA Pt.~ TMl!loCedflCMiof'I 

In Progeu 

~ , to 5 d Ill c:ntriel 

MAIN INFORMATION 

OUANiJnlblN 

i.:......,.,1~D"'~ 

l";:OQ,Jt$1tf 

~~tt<I.E.nlll 

~.11~1 ~ th' 

~ltllll.lolUJl1Ndrl• 

l~l'-!lrr'II! 

OVA ,._ 
"""' 

r,,...-0, 201111 
3:(17:32Pft.l 

Pt.lilfiSo, 201111 
12:21;2lF'M 

Ma,5,2011!1 
1:1!·?420PM 

Pt.U-6-,2011!1 
1t :S1:20AM 

MM5.201B 
11 :!51::0 l AM 

O,t..0;,:2018 

OlOI!' :xi1e 

T.-ai1lltN,;lfl, 

"""' -"""""- C<annena 
Uoe< '"'"""""' 

0UACt.0Se 

"'" (:alrg i:-1$$ P:;ut A 
REQUEST 
UPDI\Tc - liekwnocw~ 

CRCATE:DUA --
CREATE DUA 

,.,,,, -
Cr.t!ATe DUA 

r,.,. ...,,_ 
CREATE DUA '""" --

2 ...,. 

19

DUA Requester – DUA Life Cycle 

Status Progressions and Actions Display 

1. The DUA Life Cycle details display. 
2. 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. 



DUA Life Cycle 0 

DUA Update Summary 

Change 
Type 

Added 

Changed 

Field Name Data Description 

Data File PART A FISCAL 
Disposition Reason I NTERMEDIARY SYSTEM 

Data File Status 
PART A FISCAL 
I NTERMEDIARY SYSTEM 

Showi ng 1 to 2 of 2 ent ries 

Search: 

Old 
Value 

Open 

New Value 

The fi le was not rece ived 
for this DUA. 

Closed 

pre O S ! ext 

,c 

tions 
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DUA Requester – DUA Life Cycle 

File Closure Details 

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

2. Select the X button to close the window.



DUA Eildl■ ·l"♦ 

DUA REQUEST STATUS 
Your rcq.,~ 10 dooO OUJ\ OOtff-2318.6-«08 "1:1, bOCn CCffPCICd, t'lowc¥cf, the 0UI, wll rcm:iin "open• untl oll oato fllc!I on the CM.IA :wo ~. 

DUALiieCycle 0 

llUAS.....,. 

~'Cd by CM~COR-vtalllng for Contracacr 
OUAManagernenlTeam~b 

S.oinl!lecl-W-llllngfor CMS COR~ 

lnPtogiC$S 

MAIN INF-OHMAIION 

°""'Mllfflblt 

00,\,C,:oKtOrnllrl)I~ 

OU .. Cl'-9)rf 

OU..SlaDJi 

A~-~~I► 

Re<iue~• 

Aequ,e,_,--,Cm.,:41 

DUA ... ,.,. O'.JA Adlo,1 .,.,. 

M;w-8,20118 
OUil.0..0!:C 
REOUfST 

3:.07:32PM 
UPDATE 

MNS, 2018 
C:1-a:Alt.UUA 

12'.27·21 PM 

MorS, 2018 
CREATE DUA 

t2:24.20PM 

M,tw,5, 2018 
CReAfl!OUA 

H:51.20AM 

M.YS, 2018 
C~TI!Ol,IA 

11.St:01AM 

(;QNI Xl18 ~4◄ IJl:I; 

'"""""" 
IQ i;.MS .,l<Q(,,RAM 

m.oo ,o,a 
1¥.,lten,on 

W..epe,«@oT!llllcorr 

1800155-S.1212 

,__, _,,, c,,,,......, - ..........,. 

r:ar:111 CICIGlng HSS P.w1A - IIOkir non.receipt 

TwAJI 
H~_, 

Tor•JI -
Tar ,JI 

""'""" 
Tor,jl ·-

' -
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DUA Requester – DUA Life Cycle 

Status Progressions and Actions Display 

1. The DUA Life Cycle details re-
display. 

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

3. Select the Red Negative Sign Icon 
to collapse the DUA Life Cycle. 



CLOSE DUA 11!-l'tM 

DUA REQUEST STATUS 
Your 1equesl to close DUA CONT•2016-~406 has been completed; how-eYer, Ule DUAwrn remain ~open~ unli .an da!a files on the DUA are dosed. 

DUA Life Cycle 0 

MAIN INFORMATION 

DUA Number CONT 2018.,\4'01 

DUA Cus!orne-i Type COr'Jlr?l\'.lor 

DUAC.-y 42 • CMS PROGRAMS 

OUAStatus Appro'.'C<I 

Exp1raOOn Dato 04--02-2016 

l>!equ,r,s.1111d Oia1e 03-0G-2015 

Req~S.1ar T$MJI Hens.on 

Aeti~la-~ EmRt rakep1tmc~mM c0rr1 

R.eq1A'S1&f '!i Ption& Numb9f 1800) 555 1212 

Lt:1-!il Updflt£Jd By 

Organrzanon Nl!IITIO SHAW UNIVERSlfY 

Pro,octNemo t:;w;ptred Jost 
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DUA Requester – Print DUA 

How to Print the DUA 

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 
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
• CMS Contact (COR)
• Contract Information
• Subcontracting Organization
• Documents
• DESY Users
• Data File Descriptions
• Custodians
• DUA Life Cycle

4. Select the Print link to:
• Print the DUA or
• Save the DUA in PDF format
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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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