Adding New Personnel – Worksheet
Required Fields

	#
	Field

	Description/Example
	Enter Value

	
	KEY PERSONNEL INFO SECTION

	1
	First Name
	First name of the staff member being added to the Facility.
Example:  John
	

	2
	Last Name
	Last name of the staff member being added to the Facility

Example:  Smith
	

	3
	UPIN
	6-character Unique Physician Identifier Number 
Example:  E12345
NOTE:  This is a required field when creating a surgeon, Nephrologist, medical director, or other physician.  Personnel members without UPINs will not be available for selection as attending physicians on required forms.
	

	
	POSITIONS SECTION

	4
	Facility DBA Name
	Indicates the Doing Business As name of the Facility.

Example:  Main Street Dialysis
NOTE:  This field will not be enabled until you enter a Facility CCN or Facility NPI in the fields below! – 
Enter the CCN or NPI, move to the next field, and WAIT for the DBA name to appear in the list!
	

	5
	Facility CCN
(or Facility NPI)
	CMS Certification Number of the Facility - 6 digits 
Example:  123456
NOTE:  This field (or the Facility NPI) is required in order to select the Facility DBA Name – 
Enter the CCN or NPI, move to the next field, and WAIT for the DBA name to appear in the list above!
	

	6
	Facility NPI
(or Facility CCN)
	National Provider Identification of the Facility - 10 digits (with check digit at end)
Example:  1827364799
NOTE:  This field (or the Facility CCN) is required in order to select the Facility DBA Name – 
Enter the CCN or NPI, move to the next field, and WAIT for the DBA name to appear in the list above!
	

	7
	Job Description
	Text that identifies the specific role of the facility member being added.
Example:  Facility Nephrologist (37)
NOTE:  If you select a Job Description from the drop-down list, the correct Job Code will fill in automatically.
NOTE:  If you select FACILITY DISASTER CONTACT or FACILITY DISASTER BACKUP CONTACT, additional fields become required.  See the Optional Fields section below.
	

	8
	Job Code
	Code associated with the role of the facility member.
Example:  FNEPH
NOTE:  If you enter a valid Job Code, the correct Job Description will fill in automatically.
NOTE:  If you enter FDISCON, additional fields become required.  See the Optional Fields section below.
	


Optional Fields 

These fields will become necessary when:

1. You select a Job Description or Job Code for Facility Disaster Contact.

2. You select a Job Description or Job Code for Facility Disaster Backup Contact.

	Optional Fields/Fields That May Be Required

	1
	Home Phone
	Home telephone number (including area code) of the Personnel member/Disaster Contact
Example:  813 555-1212

	2
	Cell Phone
	Cell phone number (including area code) of the Personnel member/Disaster Contact

Example:  813 555-9999

	3
	Email
	Email address of the Personnel member/Disaster Contact

Example:  johnsmith@hotmail.com


