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Provider Online Reporting overview

* As a provider in the network, you’re committed to providing quality, patient-
centered care to your patients while also managing medical costs. To support
those efforts, our Provider Online Reporting site offers you access to
meaningful information that creates the opportunity for your team to
effectively manage the health and wellness of your patients.

* The reports and information available through provider Online Reporting can be
accessed via the Availity Portal.* Visit availity.com to register or login.
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http://www.availity.com/

Provider Online Reporting overview (cont.)

* Availity is one of the leading health information networks in the country,
optimizing information exchange between multiple healthcare stakeholders
through a single, secure network. The Availity Portal allows providers to access
real-time eligibility, benefits, claims status information, and much more through
one secure web portal. The Availity Portal also gives providers the tools they
need to drive measurable and meaningful organizational improvements and
enjoy the vitality of a healthy business.
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Pop-up blocker blocks Availity and third-party

pop-ups

* Pop-ups access from the Availity Portal, such as Availity help topics and third-
party websites, might not open if you have a pop-up block activated. Pop-up
blockers can be part of your browser or a separate application, such as a third-
party browser toolbar or antispyware software.

Note: The following instructions are for Internet Explorer 11, Firefox, and Google
Chrome. If you use a separate application other than your browser to control pop-
ups, refer to that application’s user documentation for assistance.
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Pop-up blocker blocks Availity and third-party

pop-ups (cont.)

Internet Explorer:

1.

Select Tools > Pop-up Blocker > Pop-up Blocker Settingsin the Internet
Explorer menu bar.

In the Pop-up Blocker Settings dialog box, type the addresses listed on slide 8,
one at a time, in the Address of website to allow field, selecting Add after
each address.

Select Close.
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Pop-up blocker blocks Availity and third-party

pop-ups (cont.)

Firefox:
1. Select Tools > Options in the Firefox menu bar.
2. Select Content at the top of the Options dialog box.
3. Is the Block pop-up windows checkbox selected?
o Yes, select Exceptions and continue to step 4.

o No, Firefox will not block any pop-up windows. Select OK to close the
dialog box. No further action is necessary.

4. In the Allowed Sites — Pop-ups dialog box, type each allowed website address
(see list on slide 8) in the Address of website field. Select Allow after entering
each address.

5. Select Close in the Allowed Sites — Pop-ups dialog box. Select OK in the
Options dialog box.
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Pop-up blocker blocks Availity and third-party

pop-ups (cont.)

Google Chrome:

1.

2
3.
4

Select to the right of Chrome's address bar and then choose Settings.
Choose Show advanced settings at the bottom of the Settings page.
Select Content settings in the Privacy section.

In the Content settings window, choose the Manage Exceptions button in the
Pop-ups section.

In the Pop-up exceptions window, type each allowed website address (see list
on slide 8) in the Hostname pattern column. Select Allow in the Behavior
column after entering each address.

Choose Done in the Pop-up exceptions window. Choose Done in the Content
settings window.
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Pop-up blocker blocks Availity and third-party

pop-ups (cont.)

Your pop-up blocker should be configured to allow pop-ups from these websites:

e apps.availity.com

e availity.com

* mc.availity.com

e careprescribe.scripttone.com

Note: If you access any third-party websites from the Availity Portal, add those
sites as well.
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Availity Portal registration

If your practice does not have access, go to availity.com and select Register at the
top right-hand corner.

If your practice has an organization, but you need an account, please contact your
practice’s Availity administrator to follow these steps:

1. The administrator for the Availity Portal will need to login to availity.com.

2. Select the More option from the top menu bar.

3. Select Maintain Organization under the Account Administration section.
Please note: If the administrator is tied to multiple organizations, select the
correct organization to proceed.
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Administrator registers organization in Availity for

Provider Online Reporting programs

1. Select the Provider Online Reporting Enrollment Administration link.

Note: If you receive an error message regarding Provider Online Reporting
enrollment, please contact your Provider Online Reporting program
representative for assistance.

Patient Registration Claims More Reporting
Organization Information ot ore -
* indicates a required fiekd Organization Links
Account Alerts: View Roles

View Identifiers
Select "Provider Online Eam_t;m gelljtlﬂegs i
Reporting Enrollment rovider Lnine eporting

* iretion- L . . Enroliment Administration
Organization: [T s T /
Doing Business As:

Organization Type:
Payerendor.
Geographic Location:

Status: Live
Status Date:  07/30/2012
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Administrator registers organization in Availity for

Provider Online Reporting programs (cont.)

2. Verify or select Organization.
3. Verify or select Payer.
4. Choose Submit.

Provider Online Reporting

Click submit to register or maintain your organization®s information and access.

Organization: |3aie|:t One ™

R I Select One

You are about 1o leave Avai ry site and & t a third-party sl l whic n'l'.'m 8 separ, Llog Availity provides the I-:l'l site for
your convenience and refer I'v-f\ Iaw ot control such sies, does not n Sarllvedo and is not responsible for 1he t
products, or semices

Submit | Cancel |
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Administrator registers organization in Availity for

Provider Online Reporting programs (cont.)

5. Select Register/Maintain Organization.

Programs
Welcome to Provider Online Reporting

Report Search

Contact Us Welcome

Notifications

Welcome

Ragisber.‘ Maintain ‘Welcome to the Provider Online Reporting Site. Sharing useful and

Organization XYZ Program timely information with providers is part of cur commitment te you. Te
learn more sbout the specific programis) your crganization 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 Motice to Providers: You are not permitted to scoess or use any
Protected Heslth Information (PHI) received within the reports avsilable
on this site that pertains to members you are not cumently fresting.

Helpful Links
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Administrator registers organization in Availity for

Provider Online Reporting programs (cont.)

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

Note: The practice may be participating in more than one program; the
administrator must register each program that is listed.

Home
Programs e e

i Maintain Organization - orgDemoBrand
Report Search

e following is a list of programs associated to the organization that are available for registration and maintenance.

Contact Us
Notifications
Register / Maintain Program and Tax ID Information
Organization

Maintain User

aaaaaaaaaaaaaa ed Organization Tax ID{s)
- Register User(s)
- Edit User(s) XY'Z Program s 1D{s) registered
Helpful Links
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Administrator registers organization in Availity for

Provider Online Reporting programs (cont.)

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

8. Check the box for each tax ID to be registered, then select Save.

Reqister Tax ID(s) for X¥Z Program

000000000
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Administrator registers organization in Availity for

Provider Online Reporting programs (cont.)

You have now successfully completed the tax ID registration. You will notice that
after the registration has been completed, the status has changed from Register
Tax ID(s) to Edit Tax ID(s).

Choose Logout to complete the registration process on Availity, which is still
running as an active session in the background.

Maintain Qrganization - orgDemoBrand

is a list of i to the ion that are. ilable for i ion and

Program and Tax ID Information

Program Name Registered Organization Tax ID{s)

O ti
Register User(s)
Edit User(s) X¥Z Program - 000000000

Helpful Links

L J
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Adding a new user

1. Choose the More option from the top menu bar.

2. Select Add User under the Account Administration section and complete the
required fields for access.

3. Select the Provider Online Reporting checkbox under User Roles, select Next,
and then select Submit. A temporary password and user ID will be provided
to the administrator.

Choosa the best option: @ This user needs a new set of roles.
23 This uzer needs the same set of roles ax

Notifications Account User Roles

Base Role
1 More ~ Reporting Payer Spaces [ authorzation and Referral Inguing
| | Authorization and Referral Reguest
My Account My Payer Porta EDI File Management Account Administration Fl  Clsim Status
a8
Manage My Code List Medicare Advantage Send and Receive ED Add User 2 B cisims managamant
¢ Provider Self Service Files [ clinician
Fnts Express Entry (Anthem) Maintain User = )
It response(s) File Restore EC Management .
) ) ) o o B e . . MNote to PAA- Youwillalsor
. My Favorite Codes Provider Online Maintain Organization ENigibdity snd Benalits —give yourself access to the P
our provide| . !
y P Reporting EDI Reporting [ manage Froviders Online Reporh ng role
i i My Profile Preferences e
bur information : ysioian
. . Provider Portal Medical Attachments
Services Reagistration (Anthem) [#]  Provider Cnline Reportin

a
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Editing existing user roles

17

Choose the More option from the top menu bar.

Select Maintain User under the Account Administration section. Locate the
user’s account. Select the name of the user.

In the User Roles column, select View/Edit. A list of available roles displays.

Select the checkbox for Provider Online Reporting and choose Save.

ofifications Ohio v @ Help . Account

1 More v Reporting Payer Spaces

* indicates a required field
_ . . | Revoke User| [ Reset Password | Search for a user Search
My Account ayer Portals EDI File Management Account Administration
User ID: Demo123
IManage My Code List Medicare Advantage nd and Receive ED Add User *First Name:  Name
Provider Self Service Files 2 *LastNeme:  Name
E-mail:
Express Entry (Anthem) Maintain User mat L
5e(5) = . Phone: - ext.
e e e e e GG RESOE - = Notes: =
. My Favo Maintain Organization -
vide|
. My Profi| R
ation Baze Role
wiry
ot User is associated with the following organization(s):
ABC Clinic _ T 111 Street 111111111 Active 06/04/2012
Jacksonville, FL 11111

Note to PAA: You will also need to ‘
give yourself access to the Provider

Online Reporting role.
An Anthem Company
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After assigning user roles

* After assigning user roles in Provider Online Reporting, users — including the

administrator — must logout and log back in to Availity to see the updated role
assignment.

* Users can access the Provider Online Reporting application from the left
navigation menu in Availity:

o Select My Payer Portals > Provider Online Reporting.

18 An Anthem Company



Access Provider Online Reporting

Go to availity.com.

Select Login.
Enter user ID and password.

S

Select Log in.
4) Availity-

Please enter your credentials

AVAILITYPORTAL' LOGIN I REGISTER | User ID:

L% Availit
\ y = . Password:
) - | e

J Show password
Forgot your password?
Forgot your user ID? e
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Access Provider Online Reporting (cont.)

Choose the More option.

Select Provider Online Reporting.

© N o w

Choose Submit.

More Reporting

My Payer Portals
iManage My Cod Medicare Advantage
Provider Self Service

Express Entry (Anthem)

()
. P.l},ﬂ Favorite Codes Provider QOnline 2
de/ Reporting

My Profile

iTalal

20

Verify or select the Organization and Payer.

Provider Online Reporting

Click submit to register or maintain your organization's information and access|

Organization: |Saibct One v

You are aboul to leave Availity's secure site and enter a third-party site, which may require a §
your convemience and reference only. Availity cannct conlrol such sies, does nol necessarily
products, or semaces

Cancel
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Administrator: Register and set up new
user in Provider Online Reporting
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Administrator: Register and set up new user in

Provider Online Reporting

Maintain user link — new user registration:

1. Select a program. If the organization is participating in more than one
program, the administrator must register the user to access Provider Online
Reporting for each individual program, as appropriate.

2. Select New users are available to register link. 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 that have not been registered.

nnnnnnnnnnnnnnnnnnnnnnn

Maintain User - orgDemoBrand

h

Tha fallowing is 8 list of usars ssocisted 12 the prEgram that s Svailatle foe SCouS MtUR 8nd MaintEnanc

Contact Us
Select a Program

Notifications

\ﬁcg:sner T Niakttain XYZ Program -
Register User(s)]
dit Usen(s (
are availasi I
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Administrator: Register and set up new user in

Provider Online Reporting (cont.)

Register user(s):

Select a program. If the organizationis participating in more than one program,
the administrator must register the user to access Provider Online Reporting for
each individual program, as appropriate.

Note: The required fields for user registration and set up may change depending
on the program selected:

1.

23

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

Select role(s): The roles will appear unchecked by default. Check role for user.
Select user(s): The list of users will appear in alphabetical order by last name
and will be unchecked by default. Select appropriate user for access. Only
those users who were given the provider online reporting role in Availity will
be listed here.
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Administrator: Register and set up new user in
Provider Online Reporting (cont.)
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Administrator: Register and set up new user in

Provider Online Reporting (cont.)

Register user(s):
4. Assign access: Select the Group Access check box or search for and select
eligible tax IDs:
o Search — Type in a tax ID or the name associated with a tax ID, when
applicable.
o Select all — Choose Select All. All tax ID(s) will appear as selected. When
unselected, all tax ID(s) will appear as unselected.

Note: Managed tax ID(s) — When a tax ID is split (in other words, the tax ID is
enrolled in multiple programs), the tax ID number will display along with a
Managed Tax ID hyperlink. Select the link to open a pop-up window displaying all
NPIs associated with the managed tax ID (i.e., split tax ID).
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Administrator: Register and set up new user in

Provider Online Reporting (cont.)

26

ananan |
| Regisler User(s)
mmmmmm |

| SetectProgram: XYZ Program

Tikd Prograsm

o Asaign Acoess :

1] Group Access

Or
Search or Selec
Select
[E] oo
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Administrator: Register and set up new user in

Provider Online Reporting (cont.)

Register user(s):
Select View NPI, and the NPI(s) will display.

Homme
mmmmmm | .
I Register User(s)
Report Search
| Select Program =
Contact Us | w il
HciNications [ Q) setect Group: © Preview:
g%;ﬂiezraw:nmin Mot o Practicn ) - Search or View NP1 or Tax ID
h
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Administrator: Register and set up new user in

Provider Online Reporting (cont.)

Register user(s):
5. Preview:

o Select Add to Preview to review the selections made prior to saving.
o Choose Save.

Note: If changes need to be made prior to saving, select Remove from the
preview window and complete the fields in the screen (slides 22 to 26).

Home

Programs _

Register User(s)
port Se
e e Select Program

ccccc Tog X¥Z Program

Notifications. o Seloct Group © e 2 :

ggg;ﬂg;;g‘:‘"‘am Name of Practice hd XX000239 - TestGroup ¥ Hids Group

Program:

Maintain Us: =
o e — . (e
gulﬂi :-':]Oﬁ‘ﬁl o I Roles:  Clinical

H Selec TaxiO({sk 000000000

1 Clinical

niine fesources

000000000
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Administrator: Register and set up new user in

Provider Online Reporting (cont.)

Maintain user — edit user:

29

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

Select the Edit User link 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

Maintain User - orgDemoBrand
Report Search

The following is a list of users i to the that are ilabl

for access setup and maintenance.
Contact Us

Notifications XYZ Program

Register / Maintain
Organization

P Maintain User

- Register User(s)

up
- Edit User(s) O] Lstname, First name Name of practice Clinieal | 00000000
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Administrator: Register and set up new user in

Provider Online Reporting (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.

Home
Programs
Edit User(s)
Report Seanch
Seled Program ©  xyZ Progra=
Contact Us
Hotfications n Salect Unerin) : a .
Rw'iﬁwnjln*am Last name, First name s L SR
T o o
- Regater Usen(s) Mame of Practice
L —
B Seleot Rale(s
Helpful Links v
o Clinizal
Ann
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Administrator: Register and set up new user in

Provider Online Reporting (cont.)

Download to Excel option
Select Download to Excel to view all TINs. A copy of all the NPI numbers will be
downloaded to the user’s computer. Only 45 TINs will appear at a time.

View all TIN(s) ©

User 1
Group 1

Displaying 45 of 500 TINs @ Print | &) Igowmnad to Excel to View all TINS

1234567890 - Managed TIN 1234567890 - Managed TIN 1234567890 - Managed TIN
20000123 - Name of Group TIN 30000123 - Name of Group TIN 000123 - Name of Group TIN
3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

3234567890 3234567890 3234567890

CLOSE
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Navigation

Navigation through the application appears on the left-hand side of the page.

[
Programs |
- Welcome to Provider Online Reporting
Raport Search
Contact Us
Notfcatans
bl Welcome
R&nlﬁml § M En Waloomae b the Provider Onlire Reportng Sie. Shareing usaiul and
Organization XWZ Pragram timaly information with providens is pan of owr ommitme io you. To
——er———r— = Mmoo BESUl T Speoifen progeamis) yOur cAgmnizaiion paricipaies
Maintnmn Uses BN, ik SSvantage of The Macurols balov that will provide scdinional

pragiam dasumans, Astifaations sad mpst
- Regster Usar(s)

- Ecit User(s) Pporant Notios 1o Providens ¥ou S mol perretied 1O BOOEKS & use 8%y
Fretectes Healt 15lzomatian [FHI retared st e repan availasis
& hid Sile D81 fafRifi 12 PaTmben pdu afe A3t Sufestly Nealing
Hedpiul Links

—
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Programs

Programs:
* Select a program using the drop-down arrow.

* This page provides a description about the program(s) your organization is
participating in.

Home

Reaport Search

Programs

Contact Us

TOgrai
_r‘_'{"_rﬁ??__..__ Select 8 Program. X¥Z Program - State: TX
Register / Maintain

_ Organization

Maintain User XY Z Program

- Register User(s)

- Edit User(s) P o

Helpful Links

VIEW ALL NOTIFICATIONS
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Report search

Select Report Search to access the corresponding report(s) for the program(s)
your organization is participating in.

Hirid

Programs
Report Search

* Required

Contact Us

Notfcations
Program

Register | Maintain
Organization
* Salect & Program:

Maintain Usar X¥Z Program Ly

- Register Usens)
- Bt e}

Chick on Ehe repert links belw to view the reper.
Helpful Links

Link, file or further instructions will display here,

] depending on program
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Contact us

Select Contact Us to submit questions about the Provider Online
Reporting application.

Home

Programs.

= Contact Us

Raport Saarch

Notifications |

" Register / Maintain ;

Oeﬂ?anil-“bﬁ Vihat is your comment regarding® State: CA
prer— XvZ Program

Mainiain User
- Regsier Usens) * Ploase specily the Categary 107 your quastion;
= Edit User(s)

Hedpful Links

!
| * First Mams: * Last Narme:
First Last

* Ploase specily the best way for us 1o conlact you;
Prong - Extgnsion;

* Best time 1o contact you:

Bomng -

Flease leave your commant: Extimated fime of respomee: I-J buvinoss caye

Remaining Chavacter Coont 250
Flease @0 nol send personal healh information m

36 An Anthem Company



Notifications and helpful links

* Select Notifications to view updates for programs, as applicable.

* Select Online Resources under Helpful Links to view external web sites that may
be useful to your organization.

* Please note: Functionality dependent upon specific program requirements.

MO

Programs

Notifications

Report Search

Contact Us

TCR— S —_

Fagister | Masntain
Organization J

Maintain Uiser

e || [

Edt Ueens)

Helpiul Links

Onling Resources
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Help resources

38

If you need further assistance with Availity, please contact Availity
Client Services at 800-282-4548.

If you have questions about Provider Online Reporting, use the
Contact Us section of the application.

If you have other questions, contact your local Provider Experience
representative or call Provider Services at 800-454-3730.
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* Availity, LLC is an independent company providing administrative support services on behalf of Amerigroup Community Care.

https://provider.amerigroup.com
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