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Training Topics 

Training Topics in This Module 

• EPPE Application Prerequisites 

• Basic Information About EPPE 

• Closing a 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. * 

question mark icon when selected will display field specific help. The 
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CLOSE A DUA 
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DUA Requester – Close a 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 a 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 a 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 
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,. 
'"' 

2018 

20 16 

2018 

20 18 

OPEN 

OPEN 

OPEN 
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DUA Requester – Close a 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 
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I did not receive physical data and only accessed data through CMS systems. 

The file was not recelved for this DUA. 
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" 
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0 

0 

0 

0 
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DUA Requester – Close a 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 a 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 
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IORX04 . JOR OAS ETl oev {NCH HPMS OOPS, ,NPl CME MARX wao PECO RAP AAS, 
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0 u,, 
2011 - 0 
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2016 OPEN (d11 0 

lb·1fWIIIII 

13

DUA Requester – Close a 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 
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Fd1l 0 

LO I 0 
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DUA Requester – Close a 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. 



 

ClOSE 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) 
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DUA Requester – Close a 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 a 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 a 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 – Close a DUA 

Displaying the DUA Life Cycle 

Select the Green Plus Sign Icon to view the DUA Life Cycle. 
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DUA Requester – Close a DUA 

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 – Close a DUA 

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. 
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DUA Requester – Close a DUA 

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. 
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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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