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1.0 OVERVIEW
The National Provider Identification (NPI) number is currently mandated for use in place of the
New York Medicaid Identification number on May 23, 2007. With very few exceptions, New
Y ork State Providers and Organizations submitting Medicaid transactions to eMedNY will be
required to comply.

This document contains instructions to register batch NPI information with NY S Medicaid via
eMedNY Exchange, FTP, and VPN from providers and organizations that have aNY S Medicaid
provider ID Number. Preparers will not be able to edit the NPI number once it has been
successfully entered. If you have any questions or concerns regarding Batch NPl Registration, or
for assistance, please contact eMedNY Provider Services at 1-800-343-9000.

Note: Currently, providers and organizations can utilize the NPI registration option
available on www.eMedNY.org. Once on the eMedNY website, click the button
labeled “ Enter NPI” . When using the web based NPI registration method, each NPI
number must be registered individually.

The batch NPI registration method (described in this guide), has been devel oped to
accommodate providers and organizations, that have a large quantity of NPI
numbers to register with NYSMedicaid. Batch NPI registration method is available
as of January 18", 2007. If you are qualified and have not applied for an NPI, please
visit our website for additional information.
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2.0

INPUT FILE SPECIFICATIONS

Each record in the NPI Batch Registration file must be of fixed length (196 bytes). Carriage Return and/or
Line Feed need to be included at the end of each record. When entering information in fields 106-108,
you must space fill the remainder of each field, if the information you entered does not meet the required
length specified below.

Fld# | Field Name | Format | Length | Position | Req | Value/Comments

101 [dentifier A/N 4 1-4 R [dentifier field must contain
‘NPIB’

102 Provider A/N 8 5-12 R Current 8 digit NYS

[dentifier Medicaid Provider
| dentification number (MMIS
ID)

103 NPI Identifier | A/N 10 13-22 R National Provider
Identification (NPI), which
you are registering/del eting.

104 Socid A/N 9 23-31 S If field 104 is populated,
Security spacefill field 105. If both
Number fields are sent, SSN (field
(SSN) 104) will be used.

105 Federad A/N 9 32-40 S If field 105 is populated,
Employer spacefill field 104. If both
Identification fields are sent, SSN (field
Number 104) will be used.

(FEIN)

106 Preparer’s A/N 50 41-90 R Preparersfirst name, middle
Name initial and last name

107 Preparer’s A/N 20 91-110 | R Thisfield must not be blank
Title

108 Preparer’s A/N 75 111-185 | R Thisfield must contain a
emall valid email address

109 Preparer’s A/N 10 186-195 | R Enter area code and phone
Phone number only. No hyphens or
Number parenthesis. Format should

be asfollow : ‘8005551212’

110 Action Code | A/N 1 196 R ‘A’ to add record.

‘D’ to delete record.

All fields must be populated with the exception of SSN (Field 104) and FEIN (Field 105), of
which at lease one should be present. SSN/FEIN fields must not contain al zeros (0’'s) or all
nines (9's).
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3.0 CREATEFILEINNOTEPAD

You may create the NPI Batch file in any text editor (ex. notepad) or you may use any application which
could generate a flat text file (fixed record length).

Remember: Each record in this file must be 196 bytes. Carriage Return and/or Line Feed need to be
included at the end of each record

Example:

B BNPI20061005. txt - Notepad

File Edit Format Wiew Help

MPIBU1234567012345678011111111122222222230HN DOE PREPARER TITLE PREPARERBEMAIL.COM 80055512124 A

NPIB01234567012345678011111112122222222230HN DOE PREFARER TITLE FREPARERGEMAIL.COM 80055512120
“

< >
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4.0 CREATE FILEIN MICROSOFT EXCEL & REFORMAT
If you plan to create the file in MS Excel, you have to export the file in text format and rename the file with
extension .txt. Follow these steps to export MS Excel file as a Text file:
By default Windows List Separator is set to a comma. If you are planning on creating your NPI file in
excel, then we need to remove the comma to make it a fixed length file. In order to do this, follow these
instructions:
Note: All images in this section were created in MS Office Excel 2003. Your options may differ, if you
use a different version of MS Excel or an OS other than Windows XP.

4.1 Create a batch NPI File in excel

Open a new excel document and select Columns A through J (All Rows)
Right Click anywhere in the highlighted area and select ‘Format Cells...’

'3_11 File Edit Wiew Insert Format Tools Data  Window  Help

HRRE=A" BN RN NP NN A | & = -2l &l 45 100 - (@) [ Al
- E

cut

Copy

Paste

Paste Special. ..
Insert

Delete

Clear Contents

' Format Cells...

Colurnn ‘Wwidth. ..
Hide
Unhide

(E] Ble  Edb -
o T )

HRN=A" B bl 4 100 - @) A

Mumber | Alignment Fank Border | Patterns | Protection

I Cateqgory; Sample

General

Mumber

Currency

Accounting Text Format cells are treated as
Date text even when a number is in the

Tirne: cell, The cellis displaved exactly as
Percentage entered.

Fraction
Scientific
Texk
Special
Cuskarm

] [ Cancel

Select ‘Text’ from Number Tab under Category:
Click OK button
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IE_] File Edit Wew Insert Format Tools Data  WWindow  Help

B I I S R R Y <10 < B I

M3G - I

Al B | C [ D [ E | F [ G [ H [ I [y
NPIE 01234567 0123456783 111111111 222222222 JOHN DOE | PREPARER TITLE PREPARER@EMAIL.COM  BO0S551212 A
MPIB (01234567 0123456783 111111111 222222222 JOHW DOE | PREPARER TITLE |PREPARER@EMAILCOM 8005551212 D

Now begin entering the data, starting from cell A1

Note: After entering the data for fields 105, 106 and 107 (Input File Specifications), please
remember to space fill appropriately, in order to meet the required field lengths

ngroup Sheets

Insert...

Delete

Rename
Movwve or Copy...
Select All Sheets

Tab Color...

ol Wiew Code
4 » M\ BMPI20061005 /£ Sheet? % Sheetsy

Delete any excess worksheets such as Sheet2 and Sheet3 here. When converting the file into a
.csv format, excel can only have one worksheet.

Follow these steps to save this file as a comma delimited text file (.CSV):
File | Edit “iew Inset Format  Tools  Data Window  Help

[ seeis. (o % G @ f 0o o
Page Setup...

4 print.. ctw+p | C | D | E |
¥ A5E789 111111111 222222222 1 J0OH
MRIB 01234567 0123456785 111111111 222222222 JOH

Click on File and then Save As

NYSDOH
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Following window should come up:

Save in: |@Desktcup V|@'il|ﬁx T4 [EH = Todls -
ba
_ 2 Mame ‘Create Mew Folder -
E}My Documents Swstern Folder
My Fecent gi My Comnputer Syskem Folder
Documents B s :
|| Sy Network Places | Ll 27
Deskiop
My Documents
My Computer 3z
- < | 3
! g File narne: |Bu:u:uk1.x|s v| [ 2ave ]
My Metwork, =
Flaces Save as bype: |Miu:ru:usu:uFt Office Excel Warkbook, (*,xls) e | Zancel 2|

Click on Create new folder button

Save As
Save in: |@Desktnp V|@'_J';|'ﬁ}( oy 5 v Tools
__2 Mame = 3. Type (o
E__']My Documents System Folder
My Recert {f My Computer System Folder
Docurents -
HM}.-' Metwork Places System Folder
BiEskiaE Hewr Folder

©

Mame: Batch MPI Registration| | [ Cancel ]
My Docurnents
My Compuker 3
File name: ookt s v [ sae |
My Metwork, =
Places Save as bype: |Miu:ru:usu:uFt Office Excel Warkbook (#*,x1s) v | Cancel
2

Type in the Folder name in New Folder window
Click OK.
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Save As
@'L!H'Q S [EH v Tools -

5. Type C

Save in: | ui‘. Batch MPI Reqistration W

E Marme

My Recent
Docurnents

|

—

Deskiop

My Docurnents

™ £ ' 2

; File narne: BMPIZ0061005. xls b | [ Save ]

Ml Metwork, —
|rv Zancel

Places Save as bype! | Microsoft OFfice Excel Workbook (*,x)s)

Unicode Text (. kxb) Y
Microsoft Excel 5.0095 \Warkbook, (*,xls) |
Microsoft Excel 97- Excel 2003 85,0095 Woarkbook (*,xls) —
i Comma delimited)

Microsoft Excel 4.0 Worksheet (*,xls)
Microsoft Excel 5.0 Worksheet (*,xls)

Enter a File name

Click on the drop down box next to Save as type and select ‘CSV (Comma delimited) (*.csv)'.
Press Save.

Microsoft Excel

BMPIZ0061005. csv may contain Features that are not compatible with CSY (Comma delimited). Do you wank ko keep the workbook in this Farmat?

\!) + To keep this farmat, which leaves out any incompatible Features, click Yes,
+ To preserve the features, click Mo, Then save a copy in the latest Excel Format,

+ To see what might be lost, click Help,

[oves | [ Mo ] [ Help ]

Wiew  Imsert  Format  Tools  Data window

1| Mew,., ChelH

= o Chrl+0

H

[ 1 | S Sy R L STy Wy P L U Y P}

Lrrrrrrnl A A

If you are done entering all the data, Click File and Exit
Excel may ask you to save the file again when you try to exit. Click Yes to all.
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4.2

Renaming the .csv File to .txt

In order for you to transmit the file to eMedNY, you will need to change the file extension from
.Csv to .txt
Follow these instructions to do so:

Open the folder ‘Batch NPI Registration’ from your desktop

& C:\DesktopiBatch NPI Registration Z E|

X]
'lf

File Edit Wew Favorites Tools  Help

o ) F 3 X 9 | FE-

Address |lﬂ C:\DeskbopiBatch NPT Registration

)
lﬁ 7 Search = Folders

Mame Size  Tvpe Date Modified

8 BrPL2006 e LKE Microsoft Office Exc... 10f11/2006 10:16 AM

Open
Print

@ Scan For wiruses...
Open With 4
UleraEdit-32

o3 WinZip »
Send To 4

Zut
Copy

Create Shorteut

e Delete
Renames the s

Rename

Properties

Right click on the file name and select Rename

® C:\Desktop\Batch NPI Registration :
Eile Edit  ‘iew

=13
| 'l*:

Favorites  Tools  Help

¥ X 6 -

~ |
lﬁ‘f /- Search = Falders =

v <

Address ‘[ﬁ Zi\Desktop|Batch MPI Registration

Date Maodified
10/11/2006 10:16 AM

Marne Size  Tvpe

E] EMPIZ0061005, xt 1KE Text Document

1 objects 414 bytes :J My Computer

NY SDOH
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Remove the .csv extension and replace it with .txt

4.3 Reformat .ixt File to Make It Fixed Length
Since this should be a file containing fixed length fields, we do not need delimiters. Therefore we
need to remove the delimiters (in this case comma ‘, )
Open the .txt file
£ BNPI20061005.txt - Notepad
File Edit Format Wiew Help
MPIE,01234567,00123456785,1111171117, 222222222, JOHN DOE
MPIE, 01234567, 01234567859,1111111171, 222222222, JOHN DOE
€ >
File should look similar to this.
I BNPI20061005.1xt - Notepad Al=13
File §3 8 Format ‘iew Help
NPT | . 67809,111111111,222222222, JOHN DOE
NPT 67E9,1111717111, 222222222, J0HN DOE
Find...  Cir4F
Find Mext F3
ChrkH
GoTo... CoHG
Select Al Ctrl+a
TimefDate FS
L >
Select the Edit option and click Replace
NY SDOH 11 eMedNY
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£ _BNPI20061005.1xt - Notepad

MPIE, 01234567, 01234567858,111111111, 222222222, J0HN DOE
MPIE, (01234567, 0123456785,111111111, 222222222, JOHN DOE
Replace E E'
Findwhat . |__Find Newt |
Feplace with: Replace
al
< >

Enter comma (‘, ‘) into field ‘Find what’
Leave ‘Replace with’ field blank

Click ‘Replace All’ button

Click ‘Cancel’ button

Now your file should look like this (with no commas

) BNPI20061005. txt - Notepad =13
Eile Edit Format Yiew Help

WMPIBD123456701254567801111111711 2222 2222230HN DOE
MPIBD1Z23456701253456759111111111 22222222 200HN DOE

£ >
[
Verify that each record is exactly 196 bytes.

NY SDOH
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I BNPI20061005. 1xt - Notepad Al=13
C™ Edit Format View Help

New crieN  57BO111111111272222222210HN DOE

Open..  cubo 5780111111111222222222J0HN DOE

Save As...

Page Sekup,..

Primt... Chri+P

Exit
£ >

Click on File and then Save.

B BNPIZ0061005.txt - Notepad Ml=13
358 Edit Format View Help

New CrléN  B7B911111111122222222210HN DOE

Open..  Cuko B78911111111122222222230HN DOE

Save Ctri+5

Save As...

Page Setup...

Print... Chri+P
4 >

Click File and then Exit.
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5.0

TRANSMITTING THE BATCH NPI FILE

Once you have created your Batch NPI File, you may use any of the following batch transmission
methods to submit the file to eMedNY:

- eMedNY eXchange
- FETP/VPN

You may use any of these methods provided you currently have a user account on one of these
platforms.

5.1

5.2

NPI Batch Registration via eMedNY eXchange

Log ontoeMedNY eXchange and go to the ‘ Send A Batch’ page.
A new “Batch Type” will be added to this page.

Select “NPI” from Batch Type.

Browse or enter the path and file name to attach a file

Press Send button.

Currently there are no restrictions on the naming convention of the file which you upload.
A new file name is assigned by eXchange, which will follow the following naming convention:

USERNAME-050217140956-00-NPI-00-.txt

date ‘ ﬁlierT |éxtensiun|

[sequence id | litigation code|

Thisisan automatically assigned file name and it will be displayed as such in your ‘ Sent

Batches page.
If you have question about eMedNY eXchange, please click here for FAQ’s.

NPI Batch Reqgistration via FTP/VPN

As with any other file submissions via FTP/VPN, Zip the Batch NPI file and upload as usual.
Use the normal FTP naming convention for naming the Zip file.

PD123456.§'|_F'.GDDD1WD
I
[ZIP' [File Sequunce Number|

First 7 digits of Provider ID|

Note: You may name the NPI Batch file within the zip file anything you please. You may send
only one NPI Batch file within each zip file.
For assistance with submission via FTP, please click here.

NY SDOH
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6.0 RESPONSEFILES

6.1

Front-End (‘F) File

An ‘F” file will be generated for all files submitted. File format and Record format errors will be
detected by this Front-End response file. If there are no Front-End errors, you will receive a
response “FILE ACCEPTED FOR FURTHER PROCESSING”

Example:

[ FO50824175000.t:t - Notepad

File Edit Format Yiew Help

Archive: PO123456 ZIF GOOS9V00
testing: MMOT2006 txt QK
Mo errors detected in compressed data of PO123456 ZIF. GOOS9W 00,
Estract: NRO72006 tat
TO&0224175000: 12837 RECORDS PEOCESSED

*##** FILE ACCEPTED FOE FUETHEE PREOCESSING *#*

If there is a file format or record format error you will receive the following response “FILE
REJECTED?”. In this case please review the error in the “F” file then correct and resubmit the file
for further processing.

Example:

[ F060828093232.txt - Notepad =3

File Edit Format Yiew Help

(T) Document Format: EECOED
Fremature end-of-file in Becord 63 offset 19
TOENE2R093232: 263 EECCOEDS PEOCESZED 1 EXCEPTIONE)

*##% FILE EEJECTED #***

NY SDOH
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6.2 Acknowledgement/Reject File
An Acknowledgment/Reject File will be generated for all valid and invalid records. All possible
errors for a given record will be reported in the reject file for submitter identification and
correction. NPI information editing that result in a record rejection will cause the entire file to be
rejected.
Example of a successful Acknowledgment/Reject File:
[ RO60825025600.txt - Notepad
File Edit Format ‘iew Help
IROCES3ING SUCCESSFUL: 000001220 NPI RECORDS
PROCE33ING STUCCESSFUL: 000000020 NPI RECORDS
FROCESSING STUCCESSFUL: 000001566 NPI RECORDS
PROCESSING STUCCESSFUL: 000000423 NPI RECORDS
Example of an unsuccessful Acknowledgment/Reject File:
P RO60829050400.txt - Notepad
File Edit Format ‘iew Help
PROCESS UNSUCCESSFUL FOR FECORD 012345  EFROR: FROVIDER ID/S5N NO MATCH
IPROCESS UNSUCCESSFUL FOR BECORD 012345  ERROR: TPROVIDER ID NOT ON FILE
PROCESS UNSUCCESSFUL FOR BECORD 012345  ERROR: TPROVIDER IDAFEIN NO MATCH
PROCESS UNSUCCESSFUL FOR RECORD 012345 ERROR: FPHONE NUMEER IS BLANKE
PROCESS UNSUCCESSFUL FOR FECORD 012345  EFROR: NPI NUMBER INVALID
PROCESS UNSUCCESSFUL FOR RECORD 012345  ERROR: FPROV IDANPI DUP ON FILE
IPROCESS UNSUCCESSFUL FOR BECORD 023345  ERROR: TITLE FIELD IS BLANK
PROCESS UNSUCCESSFUL FOR RECORD 043345  ERROR: NAME FIELD IS ELANK
PROCESS UNSUCCESSFUL FOR FECORD 043345  EFROR: EMAIL ADDRESS IS BLANE
FPROCESS UNSUCCESSFUL FOR RECORD 044345  ERROR: ACTION CODE NOT 'A' OR 'D
PROCESS UNSUCCESSFUL FOR BECORD 044399  ERROR: FEIN OR 335 NUM NOT NUMERIC
A o e o o e o e i e e e e e e e e e o
TOTAL INVALID RECORDS: 0000000004 INVALID RECORDS
TOTAL ERRORS IN FILE: 0000000011 ERRORS
TOTAL VALID RECORDS: 0000001566 WALID EECORDS
TOTAL RECORDE SUEMITTED: 0000001581 TOTAL SUBMITTED
NY SDOH 16 eMedNY
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