


Agenda

Modify EHR Program Registration

- Documents to prepare

- Editing and submitting

Update CMS Identity & Access Management

- Request role with your organization

- Request access to additional providers

- Provider approving access requests
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https://ehrincentives.cms.gov/




























Update CMS 
Identity & Access 

Management



I&A System Login

 Visit the Identity & 
Access System 
(https://nppes.cms.
hhs.gov/IAWeb/login
.do)

 Log in with NPPES 
Web User Account 
ID and password

 Click “Sign In”

https://nppes.cms.hhs.gov/IAWeb/login.do
https://nppes.cms.hhs.gov/IAWeb/login.do


My Profile

 Click the “My Profile” tab

 Click the “Add an Employer” 
button



Add Employer

 Search by Organization Name/NPI/City/State/Zip

 Click the “Search” button



Add Employer Search Results

 Review search results

 Click the radio button next to your organization



Select Role

 Enter the email address that should receive your request

 Select role: Authorized Official, Delegated Official, Staff End User



Authorized Official Role

If you are requesting to be an Authorized Official: 

 You must submit to the EUS help desk a copy of the CP 575* 
[or approved alternate] for the organization for which you 
have requested to work on behalf of as an Authorized Official

 To help expedite your request please write the I&A Tracking 
ID on the copy of the CP 575 you submit to EUS

 You will receive an e-mail from EUS when your request has 
been processed

* CP 575 is the letter you receive from the IRS assigning an Employer Identification Number 

(EIN). If you do not have a form CP 575: contact the IRS on 1-800-829-4933 from 7am to 7pm.



Delegated Official Role

If you are requesting to be a Delegated Official:

 You MUST complete Option A or Option B below before your 
registration to act on behalf of the Organization below will 
take effect in CMS applications. 

 OPTION A: Print, Sign and Submit to CMS the Delegated 
Official Certification for this request, along with the CP 575 [or 
approved alternate]issued by the IRS for the Organization for 
which you are requesting to be a Delegated Official. 

 OPTION B: Please have an existing Authorized Official for 
this Organization approve your request by logging in to this 
system. 



Staff End User Role

If you are requesting to be a Staff End User: 

 You MUST complete Option A or Option B below before you 
can act on behalf of the Organization in CMS applications. 

 OPTION A: Please have an existing Authorized Official for 
this Organization approve your request by logging in to the 
I&A system. 

 OPTION B: If you are only trying to gain access to your 
organization's Type 2 NPIs in NPPES, you can contact the NPI 
Enumerator for assistance. 



Authorized Official Role

 Read the attestation statement

 Check the box agreeing to statement

 Click “Submit” button



Delegated Official/Staff End 
User Role

 Enter information on 
your organization’s 
Authorized Official:

 Name

 Title

 Phone

 Email

 Click “Submit” button



Add Employer Confirmation

 Review actions required

 Upload CP 575 if 
necessary

 Click “Done” button



My Connections

 Log in as Authorized or 
Delegated Official

 Click the “My 
Connections” tab

 Click the plus sign next 
to the organization to 
expand options

 Click the “Find Provider” 
button to search



Add Provider

 Search by Provider NPI/First+Last/City/State/Zip

 Click the “Search” button



 Click the radio button next to the provider you want to access

 Select the EHR Incentive Program box (and others as needed)

 Click “Continue”

Add Provider Search Results



Add Provider Email

 Enter email address 
where provider will 
receive request

 Click the “Submit” 
button



Add Provider Review

 Review instructions

 Click the “Done” button



Provider Approval

 Provider logs into I&A 
system using their own 
NPPES Web User 
Account

 Pending approval 
messages will display 
on home tab

 Click “Approve All 
Selected” to give access 
to Authorized/Delegated 
Official or Staff End 
User



Help Desk Information

For any EHR Incentive related questions, 
please use the contact information below:

 Support Line: 855-684-3571 (855-MU-HELP-1)

 E-mail: muhelpdesk@chitrec.org



CHITREC
The Chicago HIT Regional Extension Center

Collaboration | Trust | Leadership | Service | Community 

Sam Ross

CHITREC Implementation Manager

3/1/2016

Bringing Chicago together through health IT

www.chitrec.org




