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Training Topics — Print DUA

Training Topics in This Module

 EPPE Application Access Prerequisites
e Basic Information About EPPE
* Print DUA

— Print from Pending Action(s) Queue
— Print from Pending Change Contact Request(s) Queue

 EPPE Help Desk Information



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/

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.



PRINT FROM PENDING ACTIONS QUEUE



COR - Print from Pending Actions

EPPE Welcome Screen: DUA(s) Menu

Welcome to EPPE

EPPE is an application that streamlines the process of requesting data from the Centers for Medicare & Medicaid Senvices (CMS) via an online Data Use Agreement (DUA)

DUA(s) - Pending Actions Goals
» Reduce the amount of time to process a DUA

« Transition from a paper-based to an automated process

Extension Request(s|
SIS » Provide a 100% traceable record of CMS data disclosures

DUA(s) - Pending Training Materials: Visit the EPPE web page on cms.gov, to download Training Slide Decks for the following

Extensions
« Contractor Approval Workflow.

« LDS Approval Workflow.

Re-Assign Request(s)

Pending Change Contact
Request(s)

DUA Search

Manage Access

My Preference(s)

Email Preference

Select DUA(s) — Pending Actions on the DUA(s) menu to display a list of Submitted
DUAs for the CMS Contact (COR) to review.




COR - Print from Pending Actions

Search for DUA Pending an Action

DuA
DUA AWAITING MY ACTION

Searche

DUA Mumkssr & Crganizxtion - DHIA Aclion Requesier - Raquast Date Statun

COMNT-2019-54805 Demonstration Organization 2 CREATE DUA Dema UserOne 5-30-2019 Subenitied-\Waiting for CMS COR Approval

Showing 110 1 of 1 entries

1. The Pending Action(s) queue displays a list of DUAs pending an action.
2. Specify Search criteria (optional).
3. Select the View link to review and take action.

Note: If there are multiple pages of DUAs, use the Previous and Next
buttons for scrolling through the listing.




COR - Print from Pending Actions

Select Print DUA Button

REVIEW

Updated DUA Request

DUA Life Cycle (+)

MAIN INFORMATION

DUA Number : CONT-2019-54805

DUA Customer Type : Contractor

DUA Request Type CREATE DUA

DUA Status - Submitted-Waifing for CMS COR Approval
Requested Date : 09-30-2019

Requester Demo UserOne

Requester's Email : test@eppe.com

Requester's Phone Mumber (410) 555-1212

Last Updated By :
Organization Name Demonstration Organization 2
Project Name Test Project

Privacy Act And HIPAA Authorization Code

CMS Contact (COR)

First Name : Apolio

Last Name : Dos

Email Address david brizzie@newwave.io
Phone Number (410) 555-1212

Contract Information

Contract Number HHSM-123-2009-1234A
Task Order Number GS-01-001
Contract Period - Start Date: 06-26-2018 Contract Period - End Date: 06-26-2023

SUBCONTRACTOR ORGANIZATION(S)

Demonstration Organization 1
Demenstration Qrganization 3

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




COR - Print from Pending Actions

The Select to Print a DUA Pop-Up Displays

Select to Print a DUA ®

Select an option *

3 Print DUA Review
O Print DUA Life Cycle
O Print All

-

1. Use Print DUA Review to print all sections of the DUA with the
exception of the DUA Life Cycle.

2. Use Print DUA Life Cycle to print the DUA Life Cycle only.

Use Print All to print both the DUA Review and DUA Life Cycle.

4. Select the Print Button.

w
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COR - Print from Pending Actions

Print DUA Review Displays for Printing

DUA; CONT-Z019-54805
ALALN INFORMATION o

DA My CONT-2009 8800

DA Cumomer Tvpe: Commanen

DA S Sebmined-Wasnng for CM% COR Agpeoval
Peegpsewted Duase: 830 2019

Fergrarster Dhermia User(ine
Reequester Ovgamiration Name Dhemonstsation Orgarsrason 3
repsewter Emal Addrrus teet @ eppe com

Proveey Acy Astherranen Code
CNMS Canraer (DOR)

Name: Apells Do

Email: darvdl bz Faewwive w
Phone Jamber: (4190 3351112
COR PROXY

Firs Name Lot Npmet Ovgialinries Nome Dmall Lddesss  Flass Namber

Comtract Information

Comtract Numsber HHSM- §23-2840.1 1344
Taak Oy Muarmber- G500

Comtract Persod - Seart Dite: & 38 308
Contract Persod - Exd Digte: &35 5003
Subropirsciing Orpsniratica

1. Demoestrahos Orgarerahon |
2. Demosstratuos Orgarorabon 3

DHECUNMENTS

'm/ Decamiat T Dete sl Time

Sipaituin_Adtradum,_Sumpbe | pif | Sop 36, 2019332090 BM

CUSTODIANS DESY USERS

ED | Uher Sums KU Vier 1d g e L i Fmud Addiwis  Floise Vunies Auddiwin

1 | Dems UiseDus Dimstaeites Ovpiaanitis | | watapps oo | (0000 3900000 | 900 Mses Swest Balsamoss, Marviaad 11244 TSR

DATAFILE DESCRIPTION

D | Duaws Fils Denrigetisn | Frnm Yioar | To Yaur | Quarsenis)| Earrsrtien % | Re-Used From DUA | Arssi Typs | Seors | Diopessicien, Reass |

PENDING DATA FILE DESCRIPTION

LI Dsts Vil Dancripriss Frem Vear | T Yaor Ouarve(l) Lursrdss %% Ke-Used Trem DUA | Scoms Tvps | Sasemn | i piciss IIJ’HI.
1 | SAFSCE. - 1% CARFEIER SAF s Bt 3% SHIFFING  Opex
S | BATOPF - ¥ DUTPATIERNT SAT | 2018 Er % SHIFTDO | Opem

REQUESTER PROXY

Firvi Noma | Lok Xome Chpesboiben voma Dmoil Vddrom | Fless Namber

1. The DUA Displays in HTML format for printing.

In this example, Print DUA Review was

selected.
2. Sections displayed are:
e  DUA Number
*  Main Information
« CMS Contact (COR)
* COR Proxy
* Contract Information
e Subcontracting Organization
* Documents
* Custodians/DESY Users
e Data File Description
* Pending Data File Description
* Requester Proxy
3. Select the Print link to:
*  Print the DUA or
 Save the DUA in PDF format

11




COR - Print from Pending Actions

Print DUA Life Cycle Displays for Printing

DUA: CONT-2019-54805

DUA Life Cycle

=

Primy

1.

2.

3.

The DUA Displays in
HTML format for
printing. In this example,
Print DUA Life Cycle was
selected.
Sections displayed are:

* DUA Number

 DUA Life Cycle
Select the Print link to:

* Print the DUA or

e Savethe DUAIn

PDF format

DU A Status DUA Action Date DUA Action Action User | Comments
Submitted-Waiting for CMS COR Approval | Mon Sep 30 11:08:13 EDT 2019 | CREATE DUA | Demo UserOne | Testing.
In Progress Mon Sep 30 10:57:51 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Mon Sep 30 10:56:55 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Mon Sep 30 10:56:50 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Mon Sep 30 10:56:50 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Mon Sep 30 10:56:40 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Thu Sep 26 15:44:12 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Thu Sep 26 15:23:37 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Thu Sep 26 15:23:19 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Thu Sep 26 15:23:13 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Thu Sep 26 15:23:13 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Thu Sep 26 15:23:07 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Thu Sep 26 15:21:06 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Thu Sep 26 13:00:02 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Thu Sep 26 12:34:35 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Thu Sep 26 12:34:20 EDT 2019 | CREATE DUA | Demo UserOne
In Progress Thu Sep 26 12:33:17 EDT 2019 | CREATE DUA | Demo UserOne

12




COR - Print from Pending Actions

DUA: CONT-2019-54805 B

e Print All Displays for Printing

DUA Number: CONT-2019-54805

DUA Customer Type: Contractor

DUA Status: Submitted-Waiting for CMS COR Approval
Requested Date: 9302019

Requester: Demo UserOne
Requester Organization Nome: D
Requester Email Address: test@
Requester Phone Number: (410)

Project Name: Test Project

1. The DUA Displays in HTML format for printing. In
S this example, Print All was selected.
i ey 2. Sections displayed are:
“ e s e «  DUA Number
e * Main Information
e «  CMS Contact (COR)

1. Demonstration Organszation 1
2. Demenstration Organization 3

soctwents * COR Proxy

|m Docament Date and Time

R * Contract Information

CUSTODIANS/ DESY USERS

o e e —— * Subcontracting Organization

1

DATAFILE D‘ESCRIFT[‘ON . - i Docu me nts

[ i Do From a7 Yoo Qs veracion . R o o DU Ao e e [Bopiion R

PENDING DATA FILE DESCRIPTION i C u Sto d i a n S/ D ESY U se rs

™

Contract Number: HHSM-123-2099-123
Task Order Number: GS-01

N « Data File Description
e * Pending Data File Description

DUA: CONT-2019-54805

* Requester Proxy
* DUA Life Cycle
3. Select the Print link to:
*  Print the DUA or
 Save the DUA in PDF format

T 2018 | CREATE DU.
6 154412 EDT 2019 | CREATE DUA | D
7EDT 2019 | CREATE DUA | D
$EDT 2019 | CREATE DUA | D

3EDT 2019 | CREATE DUA | Demo U
SEDT 2019 | CREATE DUA | Demo U
7EDT 2019 | CREATE DU.

6 EDT 2019 | CREATE DU,

T 2019 | CREATE DUA | D
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5EDT 2019 | CREATE DUA | D¢
0 EDT 2019 | CREATE DUA | Demo UserOse

In Progress 23317 EDT 2019 | CREATE DUA | Demo UserOne |




PRINT FROM PENDING CHANGE CONTACT

REQUEST(S) QUEUE



COR — Print from Pending Change Contact Request(s)

EPPE Welcome Screen: DUA(s) Menu

Welcome to EPPE

DUA(s)

EPPE is an application that streamlines the process of requesting data from the Centers for Medicare & Medicaid Senvices (CMS) via an online Data Use Agreement (DUA).
DUA(s) - Pending Actions 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.

Extension Request(s)

DUA(s) - Pending Training Materials: Visit the EPPE web page on cms.gov, to download Training Slide Decks for the following:

Extensions
« Contractor Approval Workflow.

« LDS Approval Workflow.

Re-Assign Request(s)

Pending Change Contact
Request(s)

Search

DUA Search

My Access

Manage Access

My Preference(s)
Email Preference

Exit EPPE

Select Pending Change Contact Request(s) on the DUA(s) menu to display a list
of Change Contact Requests for CMS Contact (COR) Review.
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COR — Print from Pending Change Contact Request(s)

Search for a Pending Change Contact

DuUA

DUA AWAITING MY ACTION
Search:

CAPA Msmber a Crganization - DA Acion Requesier - Request Date Status

COMNT-2019-54805 Demonatration Organization 2 CREATE DUA Dema UserOne 5-30-2019 Subenitied-V\aiting for CMS COR Approval

Showing 110 1 of 1 entries

1. The Pending Change Contact Request(s) queue displays a list of DUAs
pending an action.

2. Specify Search criteria (optional).

3. Select the View link to review and take action.

Note: If there are multiple pages of DUAs, use the Previous and Next
buttons for scrolling through the listing.
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COR — Print from Pending Change Contact Request(s)

How to Print the DUA

CHANGE CONTACT DUA

View Approved Version

DUA Life Cycle (+]

MAIN INFORMATION

DUA Number : CONT-2019-53497
DUA Customer Type - Contractor

DUA Status - Approved
Ezxpiration Date 07-23-2020
Requested Date : 07-24-2019

Requester Demo UserOne

Requesters Email : test@eppe.com
Requester's Phone Number (410) 555-1212

Last Updated By : Apollo Doe

Crganization Name :
Project Mame

DUA Re-Assignment

Re-Assigned Requester :

Fe-Aszigned Reguester's Organization :
Re-Aszigned Reguester's Email :

Fe-Assigned Requester's Phone Number -

Demonstration Organization 1

Test

Demo UserCne
Demonstration Organization 1
test@eppe.com
(410) 555-1212

Select the View Approved Version button at the top of the screen.
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COR — Print from Pending Change Contact Request(s)

DUA Approved Version Displays for Printing
pLm R - 1. The DUA Displays in HTML format for

DA S Gt printing.

e i : 2. Sections displayed are:
A s Vo D e *  DUA Number

«  Main Information
Prvacy A Ahonrion Code: EXGPLOYERS OF DHOHS ¢ CMS Contact (COR)

HIPAA Authenibiteon Code: Essostual Gevvernmont Functss

CARS Camtacy (COR)

* CORP
- roxy
antee Apslh Dot
Emal drad bricne § nesnmne o

e * Contract Information
eSO e st e S e Sub-Contracting Organization
R —  Documents

oo S 3001 *  Custodians/DESY Users
— «  Data File Description
e * Pending Data File Description

.r1'.~.'mnt.1x.l. ITF.!\!"I‘!.IZIL‘\ d Requester Proxy
ED UsarNems  DUAGmrld Crpmariria Emadl hiddran: | Flisa Numbar Nbdran ) DUA Life Cycle

1 Do UiiDus Dumousrmos Orgseowscs | | wa@epgs com | (8100 2951200 120 Sl Sowse, Baltamecrw, Marviand, J00H. U84

r H H .
DATA FILE DESCRIPTION 3. Select the Print link to:
I e N —— 'L.-_'u.-'1.'|.-'q...|.-.-;.| Datreraben | Bs- Lol Firem DU | dorosss Types | Staes | Dispotien Bostas

* Printthe DUA, or
FEXDING DATA FILE DESCRIPTION ° Save the DUA in PDF format

[ED Dot Fils Diestviprion| Fsam Vear| Ts Vinr| Quarnsrysh| Kummsoties 4 | Ba-Uied From DEA.| Arosss Typs | St | Dispasision Rrssa|

REQUESTER FROXY

Wieni Mwma | Lok Ny | Grgeniratien Koy Dmoll Aoy Fhomy Npmbes

DUA Life Cyebe
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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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