VetPro
LIP Initial Application Quick Start Guide

· Computer requirements: You need a PC with an Internet connection and a standard web browser such as Internet Explorer. Please note: VetPro generally does not work well with Mac browsers.

· Information needed: education, training, all license numbers, issue & expiration dates, board certifications, state CDS, DEA registrations, NPI/Taxonomy codes, complete mailing addresses of four references, etc.  The website address is http://fcp.vetpro.org
· Problems? If you have problems logging in, get locked out or have other issues please contact your designated Medical Staff Office POC as identified in your e-mail, or contact Connie Clarkston at (707) 437-1978or  connie.clarkston@va.gov , or the VetPro Help Desk at vetprohd@mail.nih.gov.
· I’m logged in, now what? Proceed sequentially down the navigation bar on the left of the screen. See notes below for tips. There are also gray/yellow instruction boxes and Help buttons on each screen.

· An important note on entering and saving information: To enter more than one entry on a screen, click on the Add new record button at the top/bottom of the screens to get a blank screen, enter the information, and click Save.

· VetPro Summary Report says I have gaps in my history. What do I do? Be sure to include ALL employment and time gaps in the Personal History section.

· How do I delete an entry? You just need to click on the entry and click the Delete button on the bottom of the screen. Note: You can only delete entries that have not been previously submitted.
· How do I review my entries? Click on the Summary Report on the menu on the left side of the screen.
· I have added data and clicked Save, but it’s not saving my entry. Remember to click the Add new record button before entering new data.
Helpful Tips on completing VetPro

	Personal Profile
	Review all information, complete required fields and click Accept.

	Supp/Attest
	Answer all questions and click Save. Provide complete details for any affirmative answers.

	NPI & Taxonomy
	This is a required field for submission. A NPI is a 10-digit single unique number that will be used on electronic third-party health care claims to identify you as the provider of medical services. You must enter this along with the assigned Taxonomy code. If you do not have this, the website address is provided so you can apply. 

	Professional Education
	Enter all required information and click Save. If you need to add additional degrees, you need to click Add new record and then complete all required fields and click Save.

	Professional Training
	For each internship, residency, etc., enter all required information and click Save. If you need to add more than one entry, you need to click Add new record and then complete all required fields and click Save.

	License
	Fill in required fields and click the Save button. If you need to add more than one entry, you need to click Add new record and then complete all required fields and click Save.

	Federal DEA
	Follow the same steps as you did for Licenses (in the previous step).

	State CDS
	Follow the same steps as you did for Licenses (in the previous step). This is for a Controlled Drug Substance License issued by a State.

	Certification
	Fill in required fields and click the Save button. To add more than one certification or subspecialty, click the Add new record button, fill in required fields and click Save. NOTE: The correct expiration date will be populated on your behalf.

	References/Peer Review
	Fill in required information and click Save button. Repeat this for each additional reference. At least four references living in the U.S. are required in order to submit application. For additional entries, you need to click Add new record and then complete all required fields and click Save.

	Personal History
	Enter ALL places of employment (past/ present) where you have held/hold clinical privileges. Fill in required information and click the Save button. If you need to add more than one entry, you need to click Add new record and then complete all required fields and click Save. You CANNOT submit your application with a time gap of more than 30-days. 

	Sign and Submit
	Please make sure your information is complete and accurate prior to completing this screen..Click the checkbox indicating you have received a copy of the Northern California Health Care System Bylaws. Enter the VetPro password you created and click the Submit Application button. 


