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Training Topics – Print DUA 

Training Topics in This Module 

• EPPE Application Access Prerequisites

• Basic Information About EPPE

• Print DUA

– Print from Pending Action(s) Queue

– Print from Pending Change Contact Request(s) Queue

• EPPE Help Desk Information



3

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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PRINT FROM PENDING ACTIONS QUEUE 



  

    

Home 

DUA(s) 

DUA(s) Pending Actions 

Extension Request(s) 

DUA{s) - Pending 
Extensions 

Re-Assign Request(s) 

Pending Change Contact 
Request(s) 

Search 

DUA Search 

My Access 

Manage Access 

My Prelerence(s) 

Email Preference 

Exit EPPE 

Welcome to EPPE 
EPPE 1s an apphcauon that streamlines the process of reques11n9 data from the Centers for Medicare & Medicaid SeNices (CMS) .,a an onhne Data Use Agreement (DUA) 

Goals 
• Reduce the amount of lime to process a DUA. 
, Trans1llon from a paper-based to an automated process 
• Pr0111de a 100% traceable record of CMS data disclosures 

Training Matenals V1s1t the EPPE web page on ems gov, to download Training Shde Decks for the follow,ng 

• Contractor App,oval Workflow 
• LDS Approval WOfkflow 
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COR – Print from Pending Actions 

EPPE Welcome Screen: DUA(s) Menu 

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



ouA 
DUA AWAITING MY ACTION 

Search: 

DUA Number Organization DUA Action Requester Request Date Status 

CONT-2019-54805 Demonstration Organization 2 CREATE DUA Demo UserOne 9-30-2019 Submitted-Waiting for CMS COR Approval View 

Showing 1 to 1 of 1 entries 
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COR – Print from Pending Actions 

Search for DUA Pending an Action 

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. 



REVIEW 

Updated DUA Request 

DUA Lile Cycle 

MAIN INFORMATI ON 

DUA Number : 

DUA Customer Type : 

DUA Request Type : 

DUAS1atus : 

Requested Date 

Requester : 

Requester's Email : 

Requester's Phone Number : 

Last Updaled By : 

Organizatioo Name · 

Project Name : 

Privacy Act And HIPM Authorization Code 

CMS Contact (COR) 

First Name : 

Last Name : 

Email Address 

Phone Number · 

Contract Information 

Contract Number : 

Task Order Number : 

Contract Period - start Date: 

SUBCONTRACTOR ORGANIZATION(S) 

Demonstration Organization 1 
Demonstration Organization 3 

CONT-2019-54805 

Contractor 

CREATE DUA 

Submitted-Waiting for CMS COR Approval 

09-30-2019 

Demo UserOne 

test@eppe.com 

(410) 555-1212 

Demonstration Organization 2 

Test Project 

Apo<lo 

Doe 

david.brizzie@newwave.io 

(410) 555-1212 

HHSM-123-2099-1234A 

GS-01--001 

06-26-2018 Contract Period - End Date: 

Mrilll't·M 
0 

06-26--2023 
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COR – Print from Pending Actions 

Select Print DUA Button 

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



   

 
     

Select to Print a DUA 

Select an option * 

0 Print DUA Review 

0 Print DUA Life Cyc le 

0 Print All 

Close Print 
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COR – Print from Pending Actions 

The Select to Print a DUA Pop-Up Displays 

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.
3. Use Print All to print both the DUA Review and DUA Life Cycle.
4. Select the Print Button.
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COR – Print from Pending Actions 

Print DUA Review Displays for Printing 

1. The DUA Displays in HTML format for printing. 
In this example, Print DUA Review was 
selected. 

2. Sections displayed are: 
• DUA Number 
• Main Information 
• CMS Contact (COR) 
• COR Proxy 
• Contract Information 
• Subcontracting Organization 
• Documents 
• Custodians/DESY Users 
• 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 



  
  

 
 

A: CONT-2019-54805 

DUA Life Cycle 

DUA Status DUAActioo Date DUAAction Action Us er Comments 

Submitted-Waiting for CMS COR Approval Mon Sep 3011 :08:L, EDT _019 CREATE DUA Demo UserOne Testing. 

In Progre£s Mon Sep 30 10:5 :51 EDT 201 9 CREATE DUA Demo UserOne 

In Progre-ss Mon Sep 30 10:56:55 EDT 201 9 CREATE Dl."A Demo UserOn.e 

In Prngre.ss Mon Sep 30 10:56:50 EDT 2019 CREATE DUA Demo UserOne 

In Prngre.ss Mon Sep 30 10:56:50 EDT 201 9 CREATE DlIA Demo UserOne 

In Prngre£s Mon Sep 30 10:56:40 EDT 201 9 CREATE DUA Demo UserOne 

In Prngre£s Thu Sep 26 15:44:12 EDT 20 19 CREATE DUA Demo UserOne 

In Progre.ss Thu Sep 26 15:23:3 EDT 20 19 CREATE DUA Demo UserOne 

In Prngre.ss Thu Sep 26 15:23 : 19 EDT 20 19 CREATE DUA Demo UserOne 

In Prngre.ss Thu Sep 26 15:23 : 13 EDT 20 19 CREATE Dl."A Demo UserOne 

In Prngre£s Thu Sep 26 15:_3 : 13 EDT 2019 CREATE DUA Demo UserOne 

In Prngre£s Thu Sep 26 15::..3 :0 EDT 2019 CREATE DUA Demo UserOne 

In Progress Thu Sep 2-6 15:21:06 EDT 20 19 CREATE DUA Demo UserOne 

In Prngre,;,;s Thu Sep 26 13:00:02 EDT 20 19 CREATE Dl."A Demo UserOn.e 

In Prngre.ss Tim Sep 26 12:34:35 EDT 20 19 CREATE DUA Demo UserOne 

In Progress Tim Sep 26 l L ,4:20 EDT 2019 CREATE DUA Demo UserOne 

In Progress Thu Sep 26 12:33 : 1 EDT 2019 CREATE DUA Demo UserOne 
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COR – Print from Pending Actions 

Print DUA Life Cycle Displays for Printing 

1. The DUA Displays in
HTML format for
printing. In this example,
Print DUA Life Cycle was
selected.

2. Sections displayed are:
• DUA Number
• DUA Life Cycle

3. Select the Print link to:
• Print the DUA or
• Save the DUA in

PDF format
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COR – Print from Pending Actions 

Print All Displays for Printing 

1. The DUA Displays in HTML format for printing. In 
this example, Print All was selected. 

2. Sections displayed are: 
• DUA Number 
• Main Information 
• CMS Contact (COR) 
• COR Proxy 
• Contract Information 
• Subcontracting Organization 
• Documents 
• Custodians/DESY Users 
• Data File Description 
• Pending Data File Description 
• Requester Proxy 
• DUA Life Cycle 

3. Select the Print link to: 
• Print the DUA or 
• Save the DUA in PDF format 
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PRINT FROM PENDING CHANGE CONTACT 
REQUEST(S) QUEUE 



  

   
 

Home 

DUA(s) 

DUA(s). Pending Actions 

Extension Request(s) 

DUA(s). Pending 

Extensions 

Re-Assign Request(s) 

Pending Change Contact 
Request(s) 

Search 

DUA Search 

My Access 

Manage Access 

My Preference(s) 

Email Preference 

Exit EPPE 

I Welcome to EPPE 
EPPE is an application that streaml ines 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 : Vis it the EPPE web page on ems.gov, to down load Training Slide Decks for the following: 

• Contractor Approval Workflow. 
• LOS Approval Workflow. 
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COR – Print from Pending Change Contact Request(s) 

EPPE Welcome Screen: DUA(s) Menu 

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



ouA 
DUA AWAITING MY ACTION 

Search: 

DUA Number Organization DUA Action Requester Request Date Status 

CONT-2019-54805 Demonstration Organization 2 CREATE DUA Demo UserOne 9-30-2019 Submitted-Waiting for CMS COR Approval View 

Showing 1 to 1 of 1 entries 
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COR – Print from Pending Change Contact Request(s) 

Search for a Pending Change Contact 

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. 



 

CONTACT DUA 

DUA Life Cycle 

MAIN INFORMATION 

DUA Number 

DUA Customer Type : 

DUA Status : 

Expiration Dale : 

Requested Date · 

Requester : 

Requeste(s Email . 

Requeste(s Phone Number : 

Last Updated By 

Organization Name : 

Project Name : 

DUA Re-Assignment 

Re-Assigned Requester : 

Re-Assigned Requester's Organization : 

Re-Assigned Requester's Email . 

Re-Assigned Requeste(s Phone Number : 

CONT-2019-53497 

Contractor 

Approved 

07-23--2020 

07-24-2019 

Demo UserOne 

test@eppe.com 

(410) 555-1212 

Apollo Doe 

Demonstration Organization 1 

Test 

Demo UserOne 

Demonstration Organization 1 

test@eppe.com 

(410) 555-1212 

View Approved \fer.;ion 

0 
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COR – Print from Pending Change Contact Request(s) 

How to Print the DUA 

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 
1. The DUA Displays in HTML format for

printing.
2. Sections displayed are:

• DUA Number
• Main Information
• CMS Contact (COR)
• COR Proxy
• Contract Information
• Sub-Contracting Organization
• Documents
• Custodians/DESY Users
• Data File Description
• Pending Data File Description
• Requester Proxy
• DUA Life Cycle

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



  

 EPPE Help Desk Information
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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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