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Note: The instructions below are tailored for the Healthcare organization registering their locations of care for entity OID numbers.
To register for an entity OID number Navigate to HL7 OID Homepage: http://www.hl7.org/oid/index.cfm and click on the ‘Obtain or Register an OID’ button and then follow the steps below to fill out the form.
We will refer to the follow example organization structure in the steps outlined below. Millennium Health System is the parent organization with Southside and Eastside Clinics as being two subsidiaries. In addition the Southside Clinic also has two subsidiaries (Southside Cardiology, and Southside Pediatrics) associated with it.
· Millennium Health System	                           2.16.840.1.113883.3.3705
· Southside Clinic                                2.16.840.1.113883.3.3705.1
· Southside Cardiology       2.16.840.1.113883.3.3705.1.100
· Southside Pediatrics         2.16.840.1.113883.3.3705.1.200
· Eastside Clinic                                   2.16.840.1.113883.3.3705.2
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Fill out the ‘Submitter Information’ Screen and click the ‘Continue’ button
	Field
	Description

	First Name
	Enter the first name of the person requesting the OID

	Last Name
	Enter the last name of the person requesting the OID

	Email
	Enter the email address of the person requesting the OID

	2nd Submitter
	This is the name of the secondary submitter, if the OID is being obtained on behalf of someone else. If you are obtaining an OID for your organization then this could be the name of your boss, CTO, or CIO. 
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Enter a contact for the organization that the OID is being obtained for. This could be anyone in the organization who could answer general questions about the organization. This could be you, your boss, Clinic Administrator, CTO, CIO, or HR department contact.
	Field
	Description

	First Name
	Enter the first name for the organization contact.

	Last Name
	Enter the last name for the organization contact.

	Email
	Enter the email address for the organization contact. Important Note: Keep in mind that the OID number and the OID Key will be emailed to this address. The OID key should be keep on file and is used for making changes or updates to the OID registration.

	Address
	Enter the organizations mailing address for the contact.

	Title/Role
	Enter the title or role of the contact person for the organization.
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Enter information about the organization for which the new OID number will be for.
	Field
	Description

	Name
	The name of the organization name for which the new OID number is being obtained for.

	Phone
	Enter the phone number of the organization just specified above.

	Email
	Enter the general email address of the organization. This could be a general email address for the organization, HR department, helpdesk , or the contacts email address entered in the previous step.

	Address
	Enter the organization mailing address

	URL
	Enter the organizations web site address 

	Type
	Choose from the Type category drop down menu a description that best describes the organization.

	Responsible Body OID
	If the organization is a subsidiary of another organization that already has an OID number then the parent organizations OID number should be entered here. For example if  you are registering for an OID number for Eastside or one of the Southside clinics then you would enter the OID number for Millennium Health System here. 
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Choose the Internal option if you are creating a new OID number for the Parent organization or a single standalone organization with no subsidiaries (e.g. Millennium Health System). OIDs created under this option will be registered under the HL7 organization OID number (2.16.840.1.113883). 
Choose the External option if you are creating a new OID number for a subsidiary of another organization (e.g. Eastside or one of the Southside clinics) and you want to have the subsidiary organization to have the same base OID number as the parent organization. After selecting the External Organization option you should then enter the OID number of the parent Organization that you want to obtain a new OID under. For example if I was registering for an OID number for the Eastside Clinic and I wanted it to fall under the Millennium Health Systems OID number of 2.16.840.1.113883.3.3705 then I would use its OID number here, or if I was registering for an OID number for one of the Southside Clinic subsidiaries (Southside Cardiology or Southside Pediatrics) then I would enter the Southside Clinic OID number of 2.16.840.1.113883.3.3705.1 here.
Then you would add to this number another dot (.) and another number of your own choosing for the new OID number. For example to register for the Southside Cardiology       OID number I entered the parent OID number of “2.16.840.1.113883.3.3705.1” and then added to it “.100” to form the new OID number for Southside Cardiology of 2.16.840.1.113883.3.3705.1.100.
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In this section you will describe the entity or object that you are requesting a new OID number for.
	Field
	Description

	OID Type
	There are two main OID types that the Healthcare organization needs to be concerned with. One is the “Type 3 – Root to be a Registration Authority” and two is the “Type 14 – branch node subtype”. 
Type 3 OIDs should be chosen for the registration of a parent organization (Millennium Health System), and type 14 should be chosen for an organization that is a subsidiary of a parent organization (Southside Clinic, Southside Cardiology, Southside Pediatrics, Eastside Clinic). 

	External OID Sub Type
	This field should be left blank

	V2.x Linkage
	This field should be left blank

	Preferred Realm
	This field should be left at the default option of “(UV) Universal”

	Assigning/Registration Authority
	This option is only enabled when a “Type 14” OID was chosen. The value should be the parent organizations registration “Full Name” when it was registered for an OID number (In our example this would be Millennium Health System for all subsidiaries, and should relate to the Responsible Body OID number entered in the Organization Information section.

	Desired Symbolic Name (short)
	Enter a short name for the organization or object registering for the new OID. The short name must start with a lowercase letter, and contain only letters, digits, and hyphens. The last character shall not be a hyphen, nor shall there be two consecutive hyphens in the name (see ITU-T Rec. X.680 | ISO/IEC 8824-1, 11.3) for more information.  A great option would be to enter the organizations name in mnemonic form.  

	Full Name for Object (Title)
	Enter the full name of the organization for which the new OID number is being registered for.

	Description
	Enter a description describing the organization. Keep in mind that the information entered here can also be a means whereby others can search for your organizations OID number, so a thorough description is recommended.
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[bookmark: _GoBack]After clicking “Continue” HL7.org will generate the new OID number and present it to the end user. 
