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National Provider Identification (NPI) Number 

 Who needs an NPI#? 
 All Clinical/Licensed Staff are required to have an NPI# 
 This includes LCSW, LMSW, LPC, LAPC, LMFT, LAMFT, RN, LPN, APRN, MD. 

 
 What happens if I do not sign up for an NPI#? 
 Clinical/Licensed Staff who do not have an NPI# will NOT have access to the View Point Health (VPH)  

electronic health record system in order to complete daily tasks, progress notes, etc. 
 

 What if I already have an NPI#? 
 If you already have an NPI#, do not request another one. Please email the NPI# along with your full 

name to: gillian.mitchell@vphealth.org. 
 You can search for your NPI number at https://npiregistry.cms.hhs.gov/ 

 
 What if I need to update my information (e.g. my NPI# is linked to my license from another state)? 
 To update your information for an existing NPI#, go to https://nppes.cms.hhs.gov to sign in to and 

edit your NPPES account. Update any necessary information including your Practice Location to add 
the VPH address and Taxonomy to add your GA License (see Steps 4 and 5 below). 

 
 How do I apply for an NPI#? 
 Follow the instructions below to apply for NPI#. At the end of the application, please add my name and 

email address as the alternate contact person so your NPI# can be sent directly to my email. This will 
help expedite the process of giving you access to the VPH electronic health record system. 

 
If you need further assistance, please email or call me 

Gillian Mitchell (Quality Assurance Dept) 
678-209-2397 

gillian.mitchell@vphealth.org  
 

Steps for Requesting an NPI Number 

STEP 1: Create a CMS Identity & Access Account 
 Go to the CMS website: https://nppes.cms.hhs.gov/IAWeb/login.do  

 After clicking on , select Create Account Now (see below) 

             
 
 

You may use your personal email to set up your account on the next screen (User Registration) 
 Complete the User Registration form 

mailto:gillian.mitchell@vphealth.org
https://npiregistry.cms.hhs.gov/
https://nppes.cms.hhs.gov/
mailto:gillian.mitchell@vphealth.org
https://nppes.cms.hhs.gov/IAWeb/login.do
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 Follow the User Registration steps 

 
 Create a User ID and Password. You will also be asked to select and answer 5 security questions. 

o Note: User IDs cannot be changed. Once you have successfully chosen a User ID and security 
                          question/answer combinations and submitted the record, the User ID and security 
                          question/answer combinations will remain tied to your record 
 

  

                                       
 As you type your user ID and Password, you will see green checkmarks when all criteria is met                             
 Select 5 different security questions from the dropdowns. NOTE: they must all have unique answers 
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 Click  

 Continue through the User Information page, the MFA setup (Multi-Factor Authentication – you will 
choose how you want to authenticate your account), and final review. 

 
 When you are done you will see the page below. Click register for an NPI. This will take you to a new 

website: the NPPES National Plan & Provider Enumeration System 

 
STEP 2: Apply for an NPI as an Individual Provider 

  the NPPES terms and conditions and use the Registered User Sign In to sign in to the system. 
 Type in the User ID and Password you just created in STEP 1 above and click sign in. 
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 Select Apply for an NPI for myself (if you already have an existing profile, click on the pencil to edit) 
 Important: *All fields marked with a red asterisk are required 

 
STEP 3: Review and complete the Provider Profile and then click NEXT 

 Note: For Is the Provider a Sole Proprietor question, select NO 
 

                
Step 4: Complete the Address Information. 
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Step 7: Add Gillian Mitchell as the contact person. 

              
In order to ensure a timely processing of your NPI number, add the following VPH designee as the contact 
person. You can change this information after we receive your NPI confirmation. 
 

Gillian Mitchell 
Phone: 678-209-2397 

gillian.mitchell@vphealth.org  
Click NEXT to continue. 

Step 8: Once all errors have been resolved, click NEXT to continue 

              
Step 9: Select checkbox to verify that all information is accurate and click SUBMIT 

            
COMPLETE. You will receive a tracking number to confirm that your application is complete. You should 
receive a copy of the NPI number via email within 15 working days. The VPH contact will also receive a copy 
of the NPI number once approved. Thank you! 
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