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This guide will assist in the Availity Portal* and Provider Online
Reporting (POR) registration process for practice administrators to:

* Register and edit users in Availity.

* Register and edit users in POR.

* Access POR to launch the program’s reporting application with
appropriate user access.

o Note: You must register in both Availity and POR. An Anthem Company



A Amerigroup
An Anthem Company




Administrator: Adding users in Availity

1. Once logged in to the Availity Portal, choose the More option from the top
menu bar. Under Account Administration, select Add User and complete the
required fields for access.

# Home A Notifications <2 My Favorites
Patient Registration Claims & Payments My Providers Reporting Payer Spaces
Account Administration Availity Payer List Patient Care Summary My Account
B ovcoion cener @
| O AddUser < Payer List 2 Access Audit Report & My Security
Choose the best option:  ® Tni is user needs a set of -
needs th & same st t f | €2 Maintain User
S —
I © "
{ Organization IV} Payer Croanization o Online Batch
Search Management
¥ Base Rok More Info

2. Select the Provider Online Reporting
checkbox under User Roles, select Next
and then Submit. A temporary password
and user ID will be viewable to the
administrator, who can then print or

email the information to the end user.
a
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Administrator: Editing users in Availity

1. Once logged in to the Availity Portal, choose the More option
from the top menu bar. Under Account Administration, select
Maintain User. Locate the user’s account and select the name of

the user.

&7 Availity # Home A Notifications G2 My Favorites

My Providers

Reporting Payer Spaces More

Patient Regisiration Claims & Paymenis

. Account Administration

| . User

2 Maintain User

Maintain
Organization

Availity Payer List

O Payer List

Patient Care Summary

) Access Audit Report

Online Batch Management

Online Batch
Iianagement

1/2872018 9:22 pm

My Account

& My Security
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ministrator: Editing users in Availity (cont.)

2. Inthe Roles column, select View/Edit. A list of available roles
displays.

3. Select the checkbox for Provider Online Reporting and then
Save.

Name of user
Choose the bestoption:  [®] This user needs a new setof roles
(O This user needs the same set of roles as an existing user. * indic ates a required field
-n Roles) Reset Password earch for a use
User Roles

UserD: Demol23
#  BaseRole More Info *FirstName: [ >o000¢ ]
@ Cisim Status More Info LastName: | |

E-mail: | ]
¥ chaims More Info

Prone: [ |- ][ Je[ |
[ EDI Management More Info Notes: |

4
¥ Eligibility and Benefits More Info
¥ Express Entry More Info
[ New Eigibiity and Benefis More Info
O Provider Data Management Mors Info User is : with the foll ° s):
[ Provider Fee Sthedule More Info
Cusomer D Sau-nae
ABC 1111 111 Street 111111111 Astive
Jacksonville, FI 11111

7 An Anthem Company



A Amerigroup
An Anthem Company




Administrator: POR registration

Log in to https://www.availity.com.

Choose Payer Spaces in the top menu bar.

Select the payer tile that corresponds to your market.

7 Paility # Home M Notifications 2 My Favorites

Patient Registration Claims & Payments My Providers Reporting Payer Spaces ~ More

“ Notification Center Payer
Specific
Tile

&

Payer
Specific
Tile

Note: First-time users accessing Payer Spaces will be asked to accept a Terms of Use Agreement. The
g agreement will appear for users once every 365 days.
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Administrator: POR registration (cont.)

10

On the Applications tab, select Provider Online Reporting.
Select Organization.
Choose Submit.

Welcome, providers.

Home >

sssss Provider Online Reporting

Appiications  Resourtes  News and Announcements

Claims Status Listing Clear Claim Connection Comprehensive Health Assessment Select an Organization
Retrieve a list end status of the claims you've Research procedure code edits and receive edit Subrmit and menitor health sssessment forms for
submitted. rationals your patisnts online. | Training

Submit

Fee Schedule Precertification Look Up Tool

otate important policies, forms angt ~+-=~san-t e mbertnd cinn inteeigtion for the Check f preauthorization is required for your
rrrrrr Mediicaid or Medicare patients.
Provider Online Reporting Remittance Inquiry
Provider Onling Reporting \figw, print, or Save a copy of your Remittance
Advice
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Administrator: POR registration (cont.)

On the Welcome to Provider Online Reporting page, select
Register/Maintain Organization.

Programs
Welcome to Provider Online Reporting
Report Search
Contact Us / Welcome
Notifications
Welcome
Register.‘ Maintain Welcome to the Provider Online Reporting Site. Sharing useful and
Olganizal:inn X¥Z Program timely information with providers is part of our commitment to you. To
lesrn more about the specific programis) your organizstion participates
Maintain User - in, take advantage of the resources below that will provide additional

program documents, notifications and reports.
- Register User(s)

- Edit User(s) Important Notice to Providers: You are not permitted to acosss or use any

Protected Health Infarmation {PHI) received within the reports available
«an this site that pertains to members you are not cumently treating.

Helpful Links

11 An Anthem Company



Administrator: POR registration (cont.)

* Select Register Tax ID(s) for the applicable program to register the
tax IDs.

Home
P rams - 2 i o
il Maintain Organization - orgDemoBrand
Report Search
The following is a list of programs assocciated to the crganization that are available for registration and maintenance.
Contact Us
Notifications
‘Register / Maintain ' Program and Tax ID Information
Organization
Maintain User Program Hame Registered Organization Tax ID{s)
- Register User(s)
- Edit User(s}) X¥Z Program

Mo Tax ID{s) registered

Helpful Links

12 An Anthem Company



Administrator: POR registration (cont.)

* A pop-up window will display all tax ID(s) that need to be
registered for the program.

* Check the box for each tax ID to be registered and select Save.

Regqister Tax ID(s) for XYZ Program

000000000
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Administrator: POR registration (cont.)

* You now have successfully completed the tax ID registration.

* Notice after the registration has been completed, the status has
changed from Register Tax ID(s) to Edit Tax ID(s).

Home
Programs
Report Search [ Maintain Organization -
Cantact Us The following is a Iist of programs associated to the organization that are available for registration and maintenance.
Motifications |
Register / Maintain Program and Tax |D Information
Organization
Maintain User Program Name Program XYZ Registered Organization Tax ID(s)
- Register User(s)
- Edit User(s) Member Reports - baGE Edit Tax 1D(s)

14 An Anthem Company
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Administrator: Adding users in POR

From the Provider Online Reporting home page, select Maintain User.

1.

16

Choose the applicable program under Select a Program. If the organization is
participating in more than one program, the administrator must register the
user to access POR for each individual program as appropriate.

Select New users are available to register. The administrator will be taken to
the Register User landing page (see next slide). This link will only display when
the program has new users who have not been registered.

nnnnnnnnnnnnnnnnnnnnnnn
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Administrator: Adding users in POR (cont.)

Register user(s):

* Select Program: If the organization is
participating in more than one program, the
administrator must register the user to access —
POR for each individual program as i
appropriate.

Register User(s)

Select Program :
9 Program XYZ .
P :
Select Report(s) : © Preview

< Add selections from the left to review.

1. Select Reports: Choose from group names
associated with the selected program.

2. Select User(s): The list of users will appear
in alphabetical order by last name and will
be unchecked by default. Select the
appropriate user for access. (Only those
users who are given the POR role in Availity
will be listed here.)

3. Select Tax ID. e

17 Note: The required fields for user registration and setup may change depending on the program selected. An Anthem Company



Administrator: Adding users in POR (cont.)

Register User(s)

Register user(s):

Select Program [ yemper Reports
ew
et

Preview :
pr—— )
[ pisenroll Roster

Program XYZ Add selections from
.
S Register Userts) [ psor Gaps incare
v I W - Edit User(s) 0 i
‘ Clvean O Report 1

Dimpat O Report2
Cwee O Report3

* Select Add to Preview to review the bt

[ value Based Purchasing

@ select Usersts):

selections made prior to saving.
* Select Save.

Register User(s)

Program XYZ
Select Prgiam | ember Reports j

@ Provew:
O Report 1
O Report 2 v Hide TaxID
o Report3 User: Remove
~ Report 4 1 Waiver Roles: + Inpatent Roster
eeeeeeeeeeeeee
O Report5 Roster

& Report6 &
.

ADD TO PREVIEW!

a

Note: If changes need to be made prior to saving, select Remove from the preview window and complete
18 the fields on the screen. An Anthem Company
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Administrator: Editing user registration and setup in POR

From the Provider Online Reporting home page, select Maintain User.

* Once the user(s) have been successfully registered, the administrator can view
the list of users, group information, role assignment given and tax ID that each
user has access to.

* Select Edit User to modify existing access for the user. The Edit User screen will
be prepopulated with the data for the selected user. (See next slide.)

Provider Online Reporting

Home
Programs
Report Search
Contact Us

Notifications

Register / Maintain
Organization

- Register User(s)
- Edit User(s)

Maintain User - orgDemoBrand

The following is a list of users i to the

that are

XYZ Program

|able for acoess setup and maintenance.

—p

Tax IDys}

- 000000000

20
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Administrator: Editing user registration and setup in POR

(cont.)

Edit user(s):

Select Edit User(s) from the left navigation menu to modify access
for an existing user. The Edit User(s) screen will be populated with
the data for the selected user.

mmmmmmm

Report Search Edit User(s)

ADD TO PREVIEW

91 An Anthem Company
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Accessing POR

1. Login to https://www.availity.com.

2. Choose Payer Spaces in the top menu bar.

3. Select the payer tile that corresponds to your market.

47 Awaility: # Home A Notifications <7 My Favorites

Patient Registration Claims & Payments My Providers Repd = 4 Payer Spaces ~

n Notification Center Payer

. Specific
Tile

Payer
Specific
Tile

Note: First-time users accessing Payer Spaces will be asked to accept a Terms of Use Agreement. The
23 agreement will appear for users once every 365 days. An Anthem Company
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Accessing POR (cont.)

4. On the Applications tab, select Provider Online Reporting.
5. Select Organization.
6. Choose Submit.

Welcome, providers.

Home >
o || e e Sort by Provider Online Reporting
AZ -
Claims Status Listing Clear Claim Connection Comprehensive Health Assessment Select an Organization
Retrieve a list and status of the claims you've Research procedure code edits and receive edit Submit and monitor health assessment forms for
submitted rationale your patients online. | Training -
Education and Reference Center Fee Schedule Precertification Look Up Tool
Locate important policies, forms ang! ~=rsanot Dintricm nonbeoated neian nfsemgtion for the Check if preauthorization is required for your
rrrrrr Medicaid or Medicare pafients.

‘ Provider Online Reporting Remittance Inquiry
Provider Onling Reporting \figw, print, or Save a copy of your Remittance
Advice.

24 An Anthem Company



Accessing POR (cont.)

* The Home page in Provider Online Reporting will open. This page
lists all programs the organization is eligible for.

* Use the navigation options on the left-hand side of the page to
easily move around within the tool.

F'mgmma- |
| Welcome to Provider Online Reporting
Report Search
Contact Us
Nolficatans | &
Reﬁlsmﬂ 1 Masnamin | el come o the Provider Online Repomng Site. Shaeing waatl and
Organizal tion X0 Program mimily infarmation with providens i pan of ouwr oomemitme 10 you. Te
= == | BaBi rerd BBl (e 3o oo pRogrBme) poul CAg BN ZRLCA DR Spabes.
Maintan User it
- Regster User(s)
- Edit Useris) SO0 O U
FRBAME Ev
Sty BRaling
Hedplul Links
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Accessing POR (cont.)

* The Programs page provides a description about the program your
organization is participating in and includes helpful documents
related to your program. Select a program using the drop down

alrrow.
Home
Programs
Report Search 9
Contact Us
Naotifications
Register / Maint
Organization
Maintain User XYZ Frogram R
Register U
Edit U
Prog Description
Helpful Links
Medicaid PQIP Notifications

26 An Anthem Company



Accessing POR (cont.)

The Report Search page launches the corresponding reporting
application for your program. Select the appropriate program from
drop-down menu.

Home

Programs

Report Search

Contact Us

Naotifications

Register / Maintain . v
o?ggamzation * Selecta Program: | program 11z State

Maintain User

- Register User(s)
- Edit User(s)

“Tax 1D |Select

* Select Report |Se|ect

*Indicates a Required Field

Link, file or further instructions will display
here, depending on program

57 An Anthem Company



Accessing POR (cont.)

* Use the Contact Us page to submit questions about the POR

application.

* Your question will be routed to the proper market contact.

28

* Required

yyyyyy

An Anthem Company



Accessing POR (cont.)

* Select the Notifications page to view updates for programs as
applicable.

* Use Online Resources under Helpful Links to view external
websites that may be useful to your organization.

2g Note: Functionality is dependent upon specific program requirements. An Anthem Company
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General Availity help and training

Find help with Availity registration by following the steps below:
1. Login to Availity at https://www.availity.com.

2. Select the Help & Training tab (upper right-hand side of the Availity screen).
3. Select Find Help.
4

. Enter criteria in the search engine (upper right-hand side of screen) or make
selections from the left-hand side of the screen.

5. Once you make your selections, the step-by-step instructions will be shown.

T o |

9 H.:'lp & Trall"lll'lg " Contents Index Search Back Show/Hide Text Print LyAvathy
: i

. A
A] What's New and Changed
Find Help
oo || @ @
Claim Status
Payer Help New Claim Status
Claim Submission Looking for an application or other information on the Availity Portal? Use the Availity Portal's search feature to search for applications, payers
: Overpayments spaces, news and announcements, diagnosis codes, and procedure codes.
Get Trained Electronic Data (EDI
Eligibility and Benefits (E&5) Review the list below for information about what has been added and changed in Availity® Help for the release. Additional information is available in the
Search Knowled ge ﬁf;:;ymachmsm Availity Release Communications For a specific problem, check the EAQS topic for frequently asked questions
Claim Encounter R ion A
Patient Care Summary December 9, 2017
Patient Cost Estimator
Patient Payments - CarePlus PCP Inpatient Reports — CarePlus providers in Florida can now access CarePlus PCP Inpatient Reports. You can use CarePlus PCP
New Patient Payments Inpatient Repors fo generate inpatient census and discharge census reports for primary care physicians (PCPs). The following topics were created and
Payer List updated as a result
Payer Spaces
Payer Tools +  Generating Inpatient Census and Discharge Census Reports N***
Provider Data Management
Remitiance « Payer Soaces Tools for CarePlus | ’
Quality and Risk Adjustment
Reporting - CarePlus Additional Benefits Information Now Available — When you submit an elibility and benefits request to CarePlus, you can now access |
Troubleshooting additional benefits information from the eligibility and benefits results. The Viewing Eligibility and Benefits topic was updated as a result. I

31 An Anthem Company


https://www.availity.com/

Helpful tip: Save Provider Online Reporting as a favorite

Save Provider Online Reporting as a favorite to be able to access it
quickly from the Availity home page:

Log in to Availity at https://www.availity.com.

Choose Payer Spaces in the top menu bar.

Select the payer tile that corresponds to your market.

On the Applications tab, select the heart icon next to Provider
Online Reporting so it fills in and turns red: |  Fover onine reporing

Now Provider Online Reporting will appear at the top under the
My Favorites dropdown:

£¥ Manage My Favorites

P ' . i
2% | Provider Online Reporting a

32 An Anthem Company
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Additional support

33

If you have questions regarding the Availity Portal, please contact
Availity Client Services at 1-800-282-4548.

If you have questions about POR, use the Contact Us section of the
application.

If you have other questions, contact your local contract advisor,
consultant or Provider Relations representative.

An Anthem Company
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* Availity, LLC is an independent company providing administrative support services on behalf of Amerigroup lowa, Inc.

Coverage provided by Amerigroup Inc.
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