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The goal of the EPPE system is to replace the manual process of requesting and 
processing CMS Data Use Agreements (DUA) by allowing DUA business partners to submit 
their requests on-line, thereby reducing processing time for DUA requests.  
 
The EPPE system will incorporate existing DUAs for Contractor customer types migrated 
from the Data Agreement and Data Shipping System (DADSS ) in the October 2015 
release.   For all other customer types (i.e. Researcher, Limited Data Sets, etc.) DUAs will 
continue to be entered and tracked in DADSS until available in future releases in EPPE. 
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EIDM – Introduction 
 
The CMS Enterprise Portal will provide users with access to request Enterprise 
Identity Management (EIDM) User ID.   EIDM provides users with a way to 
obtain a single User ID to access multiple CMS applications.  Users must apply  
for and be approved for a User ID. 
 
To apply and receive a EIDM User ID, complete the steps that follow. 
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To pin the VIP 
Access to your 
task bar, click 
Windows Start 
button, right-click 
VIP Access, and 
left click Pin to 
Taskbar. 

Click the VIP Access icon on 
the taskbar to launch/open 
Credential ID and Security 
Code. 
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CMS.gov – Enterprise Portal 
 
Enter the following URL in your browsers’ address box:   
 
https://portal.cms.gov 
 

https://portal.cms.gov/
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CMS Enterprise 
Portal 
 
Click New User 
Registration. 
 
(This takes the user to the 
Terms and Conditions page 
to acknowledge and read 
the terms and use of this 
government  website.  
Users must acknowledge 
(‘Accept’) the terms and 
conditions prior to using 
the CMS.gov site and 
applications. 
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Terms and Conditions Page 
 
Place a checkmark in the  
‘I agree to the terms and  
conditions’ check box. 
 
Click Next. 
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Your Information Page 
 
Complete the Your Information 
page. 
 
Click Next. 
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User ID and Password 
 
Enter the User ID and 
Password, and confirm the  
password. 
 
Select Challenge Questions  
and Answers. 
 
Click Next. 
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Complete Registration 
 
The EIDM registration process is now complete.  You will receive an email 
notifying you of the successful creation of your account.  Click OK. 

PLEASE NOTE:  After successfully gaining EIDM access credentials, users should be aware that when 
logging into the live system, personal questions pertaining to them specifically will be part of the 
security log-in procedure.  
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Requesting EPPE Access/User Role 
 

Please Note: Users must have received the EIDM registration 
approval email prior to requesting access to EPPE. 
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CMS.gov – CMS 
Secure Portal 
 
Go to the following 
CMS.gov website: 
https://portal.cms.gov 

 
Click ‘Logon to CMS 
Secure Portal’ 
(This takes the user to the Terms and 
Conditions page to acknowledge and 
read the terms and use of this 
government  website.  Users must 
acknowledge (‘Accept’) the terms 
and conditions prior to using the 
CMS.gov site and applications. 
 

https://portal.cms.gov/
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CMS.gov – Enterprise Portal 
 
The Terms and Conditions 
page is displayed. 
 
Click ‘I Accept’ 
 
(All users must acknowledge the terms and 
conditions each time they enter /use the 
CMS.gov Enterprise Portal by clicking ‘I Accept’. 
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CMS.gov – Enterprise Portal 
 
The Welcome Page  is 
displayed. 
 
Enter your User ID. 
Enter your Password. 
 
Click Login. 
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CMS Enterprise Portal – Welcome Page is displayed. 

 
 
Click Request Access Now. 
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The Access Catalog is displayed.  Here is where you request access to EPPE. 

Begin typing 
“EPPE” in the 
Access Catalog 
field.  Upon 
entering the 
first two letters, 
the EPPE 
application will 
appear. 
 
Click Request 
Access. 



EPPE– Requesting Access to EPPE System 

17 

The My Access > Request New System Access page is displayed.   

The System 
Description field is 
populated by 
default.  Complete 
the following fields: 
 

Role : Select ‘EPPE 
User’ from the 
drop-down, and 
 

EPPE Organization 
Name: Enter ‘CMS’. 
 

Click Submit. 



EPPE– Requesting Access to EPPE System 

18 

The Multi-Factor Authentication Information page is displayed. 

CMS uses a Multi-Factor 
(multi-layer) 
authentication system, 
and users must register 
their electronic device 
(phone, computer or 
email). 
 

Click Next. 
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The Register Your Phone, Computer or Email page is displayed. 

Select ‘Phone/Tablet/ 
PC/Laptop’ from the 
Credential Type drop-
down. 
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Launch the Symantec VIP Access software from your taskbar. 

Click the copy button 
from the Symantec VIP 
Access/Credential ID.   
 

Paste the Credential ID 
into the Credential ID 
field.   
 

Add a meaningful 
Credential Description.  
 

Click Next. 
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The Device Registration Confirmation page is displayed.  

 

Click OK. 
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The Request Acknowledgement page is displayed.  

 

Your request is  
issued an Request  
ID number.  Use  
this number for 
all correspondence 
regarding this  
request. 
 
Click OK. 
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Manage Account/Pending Requests 

Your EPPE System  
Access is  
now under  
Pending 
Requests, with a  
status of ‘Pending’. 
 
Click Log Out. 

Your request will now have to be approved.   
After approval is granted, login to the CMS Secure Portal. 
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Logon to the CMS Secure Portal (Using EIDM Credentials) 

The request has now been approved. 

 
Click Logon to CMS  
Secure Portal. 
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The Terms and Conditions Page is displayed.   
 
Click ‘I Accept’ 
 
(All users must acknowledge the terms 
and conditions each time they enter /use 
the CMS.gov Enterprise Portal by clicking 
‘I Accept’. 
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Enter your User ID. 
Enter your Password. 
 
Click Login. 
 

 
The Welcome Page  is displayed. 
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This time after entering 
your User ID and Password, 
the My Portal page is  
displayed because you now 
have access to EPPE. 
 
Click EPPE. 
 

 
The My Portal page is displayed. 
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Click I Accept. 
 

 
The Terms and Conditions page is displayed for the EPPE Portal. 
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Enter your User ID. 
Enter your Password. 
 
Click Login. 
 

 
A second log-in is required.  
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The VIP Access page is displayed. 

Click the copy button 
from the Symantec VIP 
Access Security Code.   
 
Paste the Security  
Code into the Security 
Code (VIP Token) field. 
 

Click Log In. 
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The Welcome to EPPE page is displayed. 

Remember, you have 
access to the EPPE 
application -  you now 
must define (request) 
the type of User Role 
you will need for the 
system.  The system will 
recognize you as a new 
user with no active role 
in EPPE.   
 
Click the blue arrow to 
begin the EPPE Role 
Request process. 
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The EPPE Role Request page is displayed. 

Complete the following 
fields: 
 
Organization Name: CMS 
 
Role:  Enter ‘Data Entry,  
Contractor, Shipper’ for 
example. 
 
Click Add. 
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The User Role is added to the Your Selections table below. 

Multiple roles can be 
requested.   
 
You may edit the role 
request by clicking Edit, 
or remove a role request 
from the selection table 
by click Remove. 
 
After adding the role(s) 
to the selection table,  
click Submit. 
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The EPPE Role/Org Request confirmation page is displayed. 

Click Exit.  
 

The EPPE Admin now has to approve your role(s) request.  You will receive an email 
once your role has been approved.    
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	Your request is  issued an Request  ID number.  Use  this number for all correspondence regarding this  request. 
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	Click Logon to CMS  Secure Portal. 
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	The Terms and Conditions Page is displayed.   
	The Terms and Conditions Page is displayed.   

	 
	 
	Click ‘I Accept’ 
	 
	(All users must acknowledge the terms and conditions each time they enter /use the CMS.gov Enterprise Portal by clicking ‘I Accept’. 
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	The Welcome Page  is displayed. 
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	A second log-in is required.  
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	The EPPE Role/Org Request confirmation page is displayed. 
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