QIPS Instructions for Adding a New User
	Login to QIPS:
Click on Accounts Tab
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	Click on Find User Tab
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	Enter information for user (see choices below) and Search to verify that user is not already in the system 
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	Your choices for search are:
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	Click New,  if user not found in search
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	COMPLETE  all required Fields, from original QIPS form,  on each consecutive tab










“*“ represents required field  

IMPORTANT:
Complete all tabs before attempting to save form!  Saving an incomplete form will force you to start over!  

Form must be saved prior to submission.
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	PRINT the “Paperwork Info” tab as part of the documentation
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After printing, COMPLETE  the “For Internal Use Only” section, on Page 2 of the original QIPS Form, with your Information 
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	Put together for mailing:

1. Original page 1 of QIPS Registration Form
2. Original page 2 of QIPS Registration Form
3. Printout of the last tab of registration (Paperwork Tag)

NOTE:  Keep a copy of ONLY #2 and #3 above, as you will need these to enter “scope” (in CROWNWeb) for your user once their account has been activated.  DO NOT KEEP A COPY OF PAGE 1 OF THE QIPS FORM.  This page contains protected identity information (PII) and it is a security violation for you to keep this information once entered in the QIPS system.  


	You Package should be mailed by:
1. United States Postal Service (USPS)
2. Certified, 
3. Return Receipt Required.

	
Mail the Information to:
CROWN QIPS Processing/CSC
PO Box 12238
Durham, NC 27709


	Email ESRDHD1@esrd.net to notify the help desk to expect incoming paperwork


	After Account is activated, you will need to go into CROWNWeb to assign a scope to the User.  
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