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Register an organization overview

If you are new to Availity and want to register your provider organization, you'll begin by creating your
Availity user account. You 'll start by clicking Register on the Availity home page to create your user
account. Refer to the next page in this guide to get started.

We're excited that you're ready to begin the registration process with Availity!

Important: Creating a new user account only applies to users who are brand new to Availity and need to
register either their provider or billing services organization.

Note: If you need to register a health plan or vendor organization, learn more on how to register your
organization.

« If you are an existing user, an administrator or non-administrator, you already have an Availity user
account and you can log in to Availity Essentials. There is no need to create a new user account.

» If you are an existing user, a non-administrator, and need to get added to another organization, contact
your Availity administrator who manages the organization you wish to join. The administrator can add
you to an organization by using the add user feature in Availity Essentials. Learn more about this
feature later on in this guide.

If you do not know who your Availity administrator is, you can easily find out. Follow these steps to
identify the administrator and administrator delegates for your Availity organization(s):

1. In the Availity Essentials menu bar, click [Your Name's] Account > My Account.

My Account

Maintain User
Add User

Manage My Organization

Plan Subscription Management

2. On the My Account page, click the Organization(s) tab, and then click Open My Administrators.

Home > My Account
My Account Give Feodback
& Profile
Organization Information (Z Go to Manage My Organization(s)
P Security Your organizations, providers, administrators, and

roles

(& Plans and Subscnptions

éta  Administrator Information (Z Open My Administrators
& Organization(s) Find your administrator for each of your
organizations
My Tickets
Nothing recent
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» If you are an existing user and would like to be the administrator of an organization, you can register
an organization from the Manage My Organization page in Availity Essentials.
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Create a new user account

Important: Creating a new user account only applies to users who are brand new to Availity and need to
register their provider organization.

When you set up your new user account, you'll be asked to do the following tasks in the wizard:
* Add information about yourself

» Set up security questions

* Verify your information

* Confirm your email address

Add information about yourself
To begin creating your user account, follow these steps:
1. Go to availity.com and in the upper-right corner of the page, click Register.
& Availity Portal Registration b3 -+ - = 3

< C 0 & availity.com/provider-portal-registration * @ 0 N e :

AVAILITY PORTAL | LOGIN @ |

@ Availity

2. Scroll down the page, hover over the Providers tile, and then click Register.

PROVIDERS

Health Plans Vendors

Please select this optiol

a healthcare

Register

HEALTH PLANS VENDORS BILLING SERVICES
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3. On the Create Account page, enter information in the following fields:

Create Account

First Name

First Name

Last Mame

Last Name

Email Addrass
Email Address

User ID
s Already have an
User ID account?
Password Log In
Password 2]

Choose a region where you do business
0 Salecr one, don T worry, you can add maore lamer

Select U.S. region or territory

Continue:

e First Name

¢« Last Name

¢  Email Address — Enter a valid email address.

e User ID — Enter a valid user ID that contains 6 to 15 letters or numbers.

» Password — Enter a valid password. The password cannot contain your user ID or any spaces.

Tip: Your new password must meet the following criteria:

8 to 15 characters

At least one number

At least one uppercase letter
At least one lowercase letter

At least one special character, for example, -, @, #, $, %, *

* Choose aregion where you do business — You can only select a region within the United
States or a United States territory. If you do business in multiple regions, you can select more than
one region when you register your organization on the Manage My Organization page after you
complete this user registration.

Note: You can always add additional regions later when you register your organization.

4. Click Continue.

Availity Essentials: Register your provider organization | Updated 2022-02-04 | Page 6 of 42

© Availity, LLC, all rights reserved | Confidential and proprietary. @@ A\’a iI ity



5. Next, in the screen that follows, click the appropriate number of squares to identify the image in
question.

Set up your security questions
On the Security Questions page, do the following:

Tip: When setting up your security questions, select questions and answers that will be easy for you to
remember. You'll have to remember these security questions when you need to reset your password.

Security Questions

Question 1
Select a Question

Question 1 Answer

Your Answer
Question 2

Select a Question

Already have an

Question 2 Answer account?

Your Answer Log In ‘
Question 3

Select a Question

Question 3 Answer

Your Answer

Continue

1. In each Question field, select a security question.

2. In each Question Answer field, enter your answer to the security question.

3. Click Continue.
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Verify your information

On the Your Information page, do the following:

&}' Availity

Your Information

Werify the information below is correct,
changing this later will be difficult.

Name

Jane Tester

Email Address Already have an
Jtester@abcclinic.com account?
User ID .
janetester

By clicking Create Account, | agree to the
Availity Privacy and Security Statement and
Confidentiality Agreement.

Edit Information

1. Review your information and make sure it is correct.

2. Click Edit Information to make any changes.

Important: Making changes to your information might be difficult later on.

3. Click Create Account.
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Confirm your email address

Availity sends a verification email to your inbox.

@ Availity

M

Please check your inbox and confirm your Already have an
email address. account?

Averification email has been sent to your inbox. | Log In |

Please locate this email and verify your email
address to create your Availity account.

1. Check your email for the message, and locate the email that Availity has sent you.

2. In the email message, click the link to confirm your email address or click | Confirm, Login.

Important: The link to verify your email address expires after 24 hours.

Availity Email Address Verification =~ ingox

Availity <do-notreply@availity. com=
to janetester ~

Welcome to Availity!

Please confirm your email address by clicking the "/ Confirm, Login" button below.

I Confirm, Login

or copy and paste this link into your browser:

htips:/iqa-apps.availity.com/availity/web/public. confirm email ?verify=a7e 16 31b-1c9a-40bf-9bf2-344a8 c8f&indicator=E&geo=null.

You may then log into the Availity Portal to get started!
This link will expire in 24 hours.

Sincerely,
Availity

Please do not respond to this email. Responses sent to this email address are not monitored
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3. Once you verify your email, you'll receive the following confirmation. Log in to Availity Essentials.

"@ Availity ‘ ) essentials

Q We've verified your email.

What's next?

After you log in to Availity Essentials, follow the steps to enroll and set up 2-step authentication.
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Set up 2-step authentication

After you create your Availity user account and log in to Availity Essentials, you'll be prompted to enroll
and set up 2-step authentication.

1. The Start page explains the purpose of the 2-step authentication process and why you are being
asked to enroll. Click Continue to begin the enroliment.

& Availity

Start Set up 2-step authentication Complete

Why is Availity making this S

change?

Availity takes privacy and information Protect your account with 2-step authentication

security very seriously We are continually

working to enhance the service and Why am | being asked to do this?

security we provide our customers and It has always been our priority to protect your patient's protected health information (PHI). This
their patients.

new level of security provides another checkpoint to make sure the person logging in is actually
you.

Get answers to common questions.

2. Select a method to receive the six-digit code:

* Use the Google Authenticator app to generate the code — You can download this app to your
Android (phone or tablet), iPhone, or iPad. Once the app is installed and set up on your device, you
can start receiving codes.

Note: You can only install the Google Authenticator app on a single device, for example, on an
iPhone, and not on both an iPhone and iPad.

* Text me the code — You will enter your phone number for your mobile phone device.

» Call me with the code — You will enter your phone number. Currently, you cannot enter an
extension number associated with your phone number.

Note: At this time, only phone number within the United States are accepted.

Note: You can register up to your devices on which to receive your six-digit, one-time code.

If you do not have access to a direct-line office phone, cell phone, or tablet, you can use a hard token
device as a method to receive the code. Click My organization requires a different authentication
method to begin setting up the hard token. See the sections later on in this guide for further
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explanations on the different methods to receive your code and high-level instructions on setting up
the hard token method.

\ Aualllty Start Set up 2-step authentication Complete

What's 2-step authentication? Sl p AT

2-step authentication is an extra layer of

security designed to make sure you're the Setu P 2—step authentication
only person who can access your account,
even if someone else knows your
password.

If we detect unusual activity with your account, we will send you a code

With 2-step authentication, when you log How would you like to receive your code? @
in, you'll be asked for two pieces of

information: your username and password
combination, plus a six-digit code that will

© Use the Google Authenticator app to generate the code
© Text me the code
be sent to you.

© Call me with the code
Get answers to common questions

My organization requires a different authentication method. @

3. On the confirmation window, click Confirm & Continue.

4. In the Code field, enter the six-digit code you received on your device, and then click Verify Code. If
the code has expired, then click Resend Code to have another code sent to your registered device.

A A‘Jalhty Start Set up 2-step authentication Complete

Why is Availity making this 2SR TE T

change?

Availity takes privacy and information Ve rlfy your accou nt
security very seriously. We are continually
working to enhance the service and
security we provide our customers and
their patients. ‘You have 8 minutes fo enter your code

We've sent a code to (™) ™™ - 5594. For added security, we require that you enter this code to
access your account.

Get answers to common questions Code

Trust this browser and device (Uncheck if on a public or untrusted device) @

Resend Code Verify Code

Note: The codes are time-sensitive. Expiration times vary for the codes, depending on which method
you selected to receive your code. You will have six minutes to enter the code from an incoming phone
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call and three minutes from a text message. The Google Authenticator app generates a new code
every 30 seconds, and each code expires after one minute and 30 seconds.

5. On the Complete page, to manage the backup codes, review the following options.

» Click Download to save the text file that contains the backup codes to your computer, phone, or
other device. Then search the av-backup-codes-txt file. You can rename the file to a name that is
more familiar to you. Availity recommends that you move the file to a safe location on your device,
which is accessible only to you. Never share your backup codes with your colleagues or anyone

else.

» Click Add Another Device to register another device (for example, office phone, mobile phone,
or tablet). As a best practice, we recommend that you enroll at least one other device on which to
receive the six-digit code in case you lose or do not have access to the original device that you

registered.

« Click Continue to access Availity Essentials.

Important: Keep your backup codes in a safe place. You will need to refer to these backup codes
to authenticate your account in case you cannot find the device that you originally registered to

receive the six-digit codes.

& Availity ° °
Start Set up 2-step authentication Complete
Why is Availity making this Confirmation
change?
Avallity takes privacy and information o You're all set!

security very seriously. We are continually
working to enhance the service and
security we provide our customers and
their patients.

Get answers to common questions

NOTE: You can use each backup code only once

ABCDEFGHIJ

ABCDEFGHIK

ABCDEFGHIL

ABCDEFGHIJ1

ABCDEFGHIP

We've saved your 2-step authentication method. In the event that you don't have your phone
or time-based authentication device, use backup codes to access your account. Thanks for
protecting your account.

Keep these backup codes in a safe place only you know about.

ABCDEFGHI2

ABC3DEFGH3

ABCD4FGHI4

ABCDEFGHIN

ABCDEFGHIQ

Hide My Backup Codes &Download | Add Another Device

Note: The entire list of backup codes displays when you first enroll in 2-step authentication and
also Availity generates another set of 10 backup codes after using your last code. When you log
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back in to Availity Essentials after you have enrolled in 2-step authentication, the list of backup
codes does not display. Click View My Backup Codes to display the entire list of codes.

é Availity °
Start Set up 2-step authentication Complete
Why is Availity making this G
change?
Availity takes privacy and information o You're a” set!

security very seriously. We are continually
working to enhance the service and
security we provide our customers and
their patients.

We've saved your 2-step authentication method. In the event that you don't have your phone
or time-based authentication device, use backup codes to access your account. Thanks for
protecting your account.

Get answers to common questions X .
View My Backup Codes & Download Add Another Device

What's next?

After you have set up 2-step authentication, you are brought to the Availity Essentials home page. In
the Notification Center section, you have messages waiting for you:

2 Ancalfty & Home & Holifications 4 Florida © Help & Training £ Lane Tesiers Account

- Notification Center My Account Dashboard
Ity Aocount
Start your Onbearding Journey: Leamn about Availity's Tooks and Feastures 40 TA0 pm Manage My Organization
L T PSP — —
Wietve |k e groundhwork 5or you Wil oul DEw USer Courss -
Mo .
Jane Tesier
anetesiengmail com
Walcome to Avalliity! Ready 10 get started? AN42021 631 pm : Eroject Mangoar

- -
To register an arganization click Take Action =

« Click Start your Onboarding Journey: Learn about Availity's Tools and Features to take a
great introductory class and learn about the functions and applications in Availity Essentials. Or,

» Click Welcome to Availity! Ready to get started? to jump right in to registering your organization
with Availity.

Important: If you are new to Availity and are attempting to become the primary administrator
by registering an organization, you'll get prompted to verify your identity in the beginning of your
registration journey. See Verify your identity later in this guide.
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Methods to receive your code

* Google Authenticator
o Text
*  Phone call

e Hard token

Google Authenticator

Google Authenticator is an app that you can install on your Android (phone or tablet), iPhone, or iPad.
Once Google Authenticator is installed on your device, you'll use this app to receive your code. When
you select the Google Authenticator option and then click the Generate a Google Authenticator Key,
additional setup instructions display on the following page.

Tip: Availity accepts the usage of any authenticator application that supports the open-standard
authorization protocol or framework (OAuth). Popular options include Google Authenticator or Microsoft
Authenticator.

Set up Google Authenticator by following the following steps:
HOTE: We won't actually turn on multifactor authantication wntil we make sura you've got
It set up properly. Download the Google Authenticator Application, then follow the
instructions below.

O Install Google Authenticator

@ Scan this OR coda below
E .E
]

@ Entar this secret key into your Google Authenticator device:

KEYGDOGLESCRTIM

Learn more about how to install the Google Authenticator app on your device.

Note: You can only install the Google Authenticator app on a single device, for example, on your iPhone,
and not on both your iPhone and iPad.

Text

When you select text as the method to receive your code, you will enter your phone number, and then
we'll send a text to your mobile phone that contains your six-digit code.

You can enroll up to three devices on which to receive your six-digit code.

Availity Essentials: Register your provider organization | Updated 2022-02-04 | Page 15 of 42

© Availity, LLC, all rights reserved | Confidential and proprietary. @@ A\Ia | I ity


https://support.google.com/accounts/answer/1066447?co=GENIE.Platform=iOS&hl=en&oco=0

Phone call

When you select a phone call to receive your code, you will enter your phone number, and then we'll call
you back. A recording gives you your six-digit code.

You can enroll up to three devices on which to receive your six-digit code.

Note: At this time, you cannot enter phone extensions that associate with your phone number.

Hard token

A hard token, also known as a security token or authentication token, randomly generates and displays
a one-time code. This code authenticates your Availity user account and permits log in to Availity
Essentials.

How to Set Up Hard Tokens

Organizations that do not allow employees access to their cellphone may ulilize a hard
token device as their 2.step authentication method.

This method may require assistance from your organization's IT administrator. The hard
token devices are available from online retailers,

@ Follow the installations that come with your hard token device{may requiire
assistance from your IT administrator).

@ Scan this QR code below:

@ Enter this secret key into your Google Authenticator device:

OVMFIZLFKRSEURKN

Hard tokens

The following questions and answer are designed to help you better understand hard tokens—what they
are, when they are used as a method for 2-step authentication, and who can help you with the installation
and setup.

What is a hard token?

A hard token, also known as a security token or authentication token, randomly generates and displays
a one-time code. This code authenticates your Availity user account and permits log in to Availity
Essentials.

Depending on the type of hardware device that you purchase, the code can either display on the
computer or on the panel of the token device.
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Who would use a hard token for 2-step authentication?

If you do not have access to a direct-line office phone, cell phone, or tablet at your organization, you can
use a hard token as a method to enroll in 2-step authentication. Your organization might require that each
employee authenticate using hard token devices instead of using a cell phone or tablet device.

Who will set up and install the hard token?

If you need assistance in installing the hard token, ask your IT administrator, someone at your company's
help desk department, or a representative from your third-party IT vendor. Once the hard token is installed
on your computer, then refer to the How to Set Up Hard Tokens page. To finish setting up the hard token
device, refer to the manufacturer's instructions on how to scan the QR code or enter the secret key.

Important:

The hard token you use for Availity 2-step authentication must be based on the open authorization
protocol also referred to as the OAuth framework. Please note that Availity Client Services cannot assist
you with the installation, setup, or troubleshooting of hard token devices. Availity also does not cover the
cost of purchasing a hard token device.

Can | have both google authenticator and a hard token device as 2-step authenticationmethods?

No, you cannot install both Google Authenticator and a hard token device. You can have only one of
these methods set up with Availity—either the Google Authenticator app or a hard token device—but not
both.

What happens if | already have google authenticator or a hard token device already set up?

If you have Google Authenticator or a hard token device set up and you try to add another open
authorization device, a warning message displays that detects you already have one of these time-based
devices:

€& Warning! Looks like you've already set up a time-based security device (i.e.
Google Authenticator or Hard Token) for your Avallity account.
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Register an organization

In Availity Essentials, register your organization from the Manage My Organization page. At this time, new
users who have recently created an account can only register an organization for a healthcare provider
and a billing service from the Manage My Organization page. Existing administrator users who have an
Availity user account can register an organization directly from the Manage My Organization page.

Note: If you are the person who registers your organization, you are automatically the primary
administrator of the organization.

Important: Before you begin the registration process, here are few things that you need to gather about
yourself and your organization:

Healthcare Provider or Health Service Provider

Healthcare providers need to provide:
* Tax ID (EIN or SSN)

* NPI (if you have one)

* Primary specialty/taxonomy

* Check or EFT information from a health plan that you submit to (recommended)
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1. As a new user, you are not yet associated with an Availity organization. Existing users, go to step 2.

As a new user, follow these informational prompts:

a. On the Welcome to Availity prompt, click Next.

Welcome to Availity

Please register an organization to get started
using the portal.

Reqgister an Organization ~

b. On the Register an Organization prompt, click End Tour.

Register an Organization

Select the type of organization you would like
to register.

c. On the Manage My Organization page, click the Register an Organization menu, and then select
Register a Provider/Billing Service.

Manage My Organization Give Foedback

Organizations

Welcome to the Availity portal!

It looks like you aren't linked to an organization yet.

Click Register an Organization 1o set up your office and start using the Availity portal.
If you have already registered an organization, try checking the pending or rejected tab on the left to see it's current status

Reqister a Provider/Billing Service

Active Pending Rejected

No organizations found.

d. Go to step 3 where you'll need to verify your identity.
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2. As an existing user, you are already associated with an Availity organization.
Follow these steps to register another organization:

a. Click the Register an Organization menu, and then select Register a Provider/Billing Service.

B Manage My Organization
Organizations

Register an Organization ~

Register a Provider/Billing Service

Register a Viendor

| Register a Health Plan |

Note: When you select Register a Vendor or Register a Health Plan, you leave Availity
Essentials and are directed to either the vendor registration website or the health plan registration
website to finish registering your organization.

b. Read the Warning message that displays. The message lists a few common functions where you
do not need to create another organization. Click Continue Adding New Organization.

Add Organization X

A WARNING: You're about to create a new organization

There's no need to create an organization to do any of the following:

« Change the administrator for your organization

Change the name or primary tax ID for your organization
+« Add more regions to your organization

Ipdate secondary tax |Ds for your organization

Manage your EDI Clearinghouse plan

See Availity's provider help center for details

Cancel Continue Adding New Organization

3. Click Take me to Identity Verification.

Note: When you register an organization, you automatically become the Availity administrator for that
organization. You will be prompted to verify your identity if you are a first-time administrator. Refer to
the procedures to Verify your identity online or Verify your identity manuallyin this guide. With manual
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ID verification, you'll need to print out a form, complete the information, and then mail the form back to
the designated address.

Homs » Orgeneabion Rogestrabon

Organization Registration G Foediack

Help us keep your organization information secure!

Hts imporiant to us thad any sensiie infonmabion bslonging bo you oF anyona In yosr organdation 5 kegl secure. Belore wou can regshar @ nevw
afjanizabod, you wil idisd i verily your identiy.

Note: For users whose identity has already been verified, you'll proceed to the next step and won't
need to go through identity verification.
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4. Verify or change any personal information and then click Next.

Tip: Select the check box to use a nickname for your organization account instead of your legal
name. In the Preferred Name field, enter your nickname.

) Eneaility # Home i Noafications 3 v vOntes NSV aNE B Help & Traiming

Registratian Claims & Paymments My IS ReEponting Pa i Ay iniemal Links

Home » Organization Registration

Organization Registration Gov Feodack

MY REGISTRATION IS M

. Make sure your information is up-to-date

Please take & moment 10 verity or update your infarmatan

1 Of[} Legal Firsi Mame Legal Last Mame

Jane Tester

d bke to use my nackname and nod my legal namea for this account

COMPLETE What do you do the most?

AdvartisingMarketing Specialist
What's Next? Organization information

Persanal Phone Mumber o Extension Phone Type
Why is up-to-date contact Select
information important?

When you create an Avality SCCount, you

become the main point of contact for your m
arganlzannn It is important for us 1o have

your current information so that we can

contact you with imporiant updates, like

scheduled system downtimas.

Note: If you have previously verified your identity with Availity or if you have recently created your
Availity account, your legal first and last names automatically display in the fields.
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5. Select the organization type you are registering.
Healthcare Provider or Health Service Provider
a. Enter the name of your organization.

b. For the tax ID, enter an employer identification number (EIN) or social security number (SSN), and
select the appropriate type.

c. Enter your organization's NPI or select the check box if your organization does not require an NPI.
Optionally, enter an atypical NPI.

d. Select the organization agreement check box, and then click Next.

Beaility # Home [ > Wy Fawiorites Fomnsyhvania

Fratant [Fagistration Claieres & Paymanis My Prirviders Repoting  Pay cis P uadlty Intomnal Links

Home > Dnganization Registration

Organization Registration Give Feedback
MY REGISTRATION IS e
b 8 Tell us about your organization

What type of rganization are you registenng?

20% Heamcare Proviser or Heallh Service Provides

Orgarazation Name
Erdai o i of Ul Cormaguiy yoma Wl 1or @ Prgwicing 3 nervice on beivall of 4 provides?

COMPLETE

] Type
Whars Mext? Dupiicate TIN Check EIN

This organization is an atypical provider and does nol provide healihcare, as defined wnder

S S IR HIPRA in Federal regulations at 45 CFR $ection 160 103

administrator?
Organzation's NSl

¥ you v an both individual (entity type 1) and arganaation jeaidy frae 71 HPh. svier o crganuaion s NP

s the administratar for your crganization,
You ane responsible for creating a ubar
account far each user in your grganizaticn
When Crealing & uded SC0oURT, you will
assign & the apprapriale mles based on

1hat users job funciicn | agree o be one of the administratons for this account. and | have the organization's authority

o, and do, accepl Availly's Organizalion Agreement
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6. Enter your organization's primary service location.

Healthcare Provider or Health Service Provider

a. Clear the check box if the billing and physical address are not the same, and then enter the

organization’s billing address.

b. Select the taxonomy codes. You can select more than one code.

c. Select your payers' regions. You can select more than one region.

d. Select the check box if you need a secure FTP mailbox to share EDI files with your health plans,

and then click Next.

Ayaility

My Privasars

gt

Organization Registration

MY REGISTRATION 1S

-
20%
-’

COMPLETE

What's Next? Check Venfication

What's a taxonomy code?

Taxonamy codes are adminisirative codes
tor iBenlifying the provides type and area af
specialization for nealihcare providers
Each taxonamy code s & unigue ten
character alphanumsenic code that enabiles
[providers b igentify thei specialty at the
claim level

Qrganization infarmation

Organization's Primary Service Location

Street Agdress

Chy Stale

Selest
B Billing and primary service location address are the same

Crrganization Phone Number Extensian

Taxonomy and Specialty
Frimary SpecialtyTaxonomy

Select

Anditicnal SpEciaRies TAXONGMAES Gesess
Select

s oy 10 Sedec! mone than one.

Payers' Regions
This arganization is cantracted in the following siases:

u Fieita x

Give Fesaback

ZIF | Posial Code

Wie need 1o securely xchange balches of EDI fies wilh payer using Availity's SFTR
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7. To verify your organization and obtain faster approval, provide information from a valid check you have
received from an available health plan in the last six months, and then click Next.

Note: Select None of these if you do not have a check or EFT from any of the available payers.

Organization Registration Gove Footback

MY REGISTRATION 13

\ 75%

COMPLETE
What's Hext? Review Organization

What might dalay us in creating
this organization account?

Wi GB Créls MOS! ofganizalon coiunts
n less han 24 hours With check
walidatan M sven Qucker Howeve
dedays can ooour il your orpanzation’s
NTCAMEaton Maschiss Snomens. on Nk, of il
wer have roubde verfying your identiy

Time Saver Tip

Expedite your organization account's setup

[l you krow all arganzalions ga threwgh an sxtenswve approval process that can lske anysaens
from 24 haurs 10 & couple wasks?

One way o expadite approval s by proviging chack or EFT information from one of e stad
payars Tha chack or EFT must have bosn ivsued batwean 040902020 and 10082020

Paiyar

MBC Payar

Primary Tax ID
454200223

CheckEFT Trascs Numdsar

CheckEFT Amoun

CheckEFT Date (MMODVYYYY)

[ =
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8. Review your information. Click the Edit link to update your personal or organization information, and
then click Submit.

Organization Registration o
MY REGISTRATION IS Feoriow
K

Review your application

Plagsa review tha informaton and maks sure wa have il nght bafore submiling your appication
0 for & new argamzation acoount
99% o

ACCOUNT INFORMATION

Email Address bos o ayalily cor
COMPLETE User D jaretesiar
What's Next? MNext Staps
ABOUT ME
INama e Tostod (At e S ]

Phane Numiser (100) 000

& Eidt

ORGANIZATION INFO

Drganization Name Al

Deganizaticn NP1 17
Organization Tax ID 41234

Primary Taxenamy |2
HEALTH|NOT APFLICA

AGENCIESICOMMUNITY BEHANORAL

Primary Service LocaBion 4701 Tes! D Easl F
Biling Address 77 Janes Tester Avenis Ponbe

& Eck
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9. Review the next steps for your submitted registration.
» Click the Organization Agreement link to review and then print the agreement.

» If you selected to exchange EDI transactions through SFTP, go to the Availity home page for
instructions on setting up your SFTP mailbox. A notification displays when the organization is

approved.

» Click the Manage My Organization link to view the status of your registration.

Home » Organdization Registration

Organization Registration Give Feedback

MY REGISTRATION IS Next Steps

Thanks for registering to create an organization

account.
0
1 00 /U' Your application 1D is 3177330,
WHAT'S NEXT?
& Print this page and the Organization Agresmant for refarence
COMPLETE
B4 Once approved, view your notifications on the Availity home page for instructions on
selling up your SFTF mailbox
What's Next? Manage Organization

& We are processing your application. Please visit Manage My Organization to view the
stalus of your regisiration.

Manage My Organization

Avalility Essentials: Register your provider organization | Updated 2022-02-04 | Page 27 of 42

© Availity, LLC, all rights reserved | Confidential and proprietary. &@ A\Iaility "



What's next?

Go to the Manage My Organization page to check the status of your organization's registration. On the
Manage My Organization page, you'll see if your registration is either Active, Pending, or Rejected.

If your registration is automatically approved, the Active status and the color green are associated with
the organization.

Q) Avallity # Home A Notifications Q My Fa Kenlucky @ Help & Training

Patient Registration Claims & Payments My Pl s Reparting Pay CES More Avallity Intemal Links

Home > Manage My Organization

B Manage My Organization Givo Foadback

Organizations Billing Test Org customer D 1194
Tax ID NPI Regions Primary Taxonomy Primary Service

o —— 123123123 123123123 NY. CT. NJ, RI 282NO00DOX - Hospitals - Address
General Acute Care Hospital 52nd Central Park West

10001
Org Name Search n
Awesome. Your organization is live.

Here are some tips to help you manage your organization effectively.

Active Pending Rejected + Access training for new adminisirators and users to get started quickly with Availity Portal
+ If you are an administrator, you can add users to your organization

TIP: You'll want to designate a backup admin for when you are out of the office

Availity Test Org

Customer ID Tax ID NP1
123123123 123123123 123123123

+ Set up your providers in express entry o save time when submitting transactions
+ Enroll for or set up additional features (including ERAs or EFTs),

« Or, go to the home page and get to work right away with your new organization

If your organization is not automatically approved, the status is either Pending or Rejected.
Organizations in a Pending status are associated with the color yellow and have updates in the Notes
section that let you know your application is currently under review.

% Availity # Home A Notifications 1 < My Favorites Kentucky @ Help & Training i) -ane's Accoun & Logout

Patient Registration Claims & Payments My Providers Reporting  Payer Spaces More Availity Intemal Links m

Home > Manage My Organization

B Manage My Organization Give Fasdbeck

Organizations Billing Org Test
Tax ID NPI Regions Primary Taxonomy Primary Service

y Address
: o 1231231231 NiA NY NiA
Register an Organization =
_ 52nd Central Park West

Org Name Search “
. Administrator Information

Admin Name Email Address Status Notes
Active Pending Rejected Jane Tester janetester@email.com NA N/A

Billing Org Test o .
Application Information

Tax ID NP1 PENDING
1231231231 NIA
Application ID Application Date Status Notes
Billing Org Test 3181084 March 04 2021 PENDING E:;:;;zhcatlon is being
Tax ID NPI PENDING
123123123 123123123

Organizations in a Rejected status are associated with the color red and have updates in the Notes
section that let you know your application has been rejected. Rejected organizations might be missing
certain forms and supporting documentation.
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57 Availity # Home A& Notifications 1

Home > Manage My Organization

B Manage My Organization

Organizations Check Org QA
Tax ID NPI Regions
WA
Qrg Name Search n
Administrator Information
Admin Name Email Address
Active Pending Rejected
Check Org QA Application Information
Tax ID NPI REJECTED
125369874 1003830001 Application ID Application Date
April 12 2018
Test Org
Tax ID NP1 e s
b Application Activity

Availity Essentials: Register your provider organization | Updated 2022-02-04 | Page 29 of 42

© Availity, LLC, all rights reserved | Confidential and proprietary.

Primary Taxonomy

252Y00000X - Agencies -
Early Intervention Provider
Agency

Status

Status

& Logout

Give Feedback

Primary Service
Address

456 check street

check town, Washington
333334444

Notes

Notes

Your application has expired of
has been rejected.
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Verify your identity

If you are the primary administrator for your organization, you need to verify your identity before you can
register an organization.

You can verify your identity by entering information about yourself online. Or, you can verify your identity
through a manual process. The manual process involves downloading and completing Availity's Identity
Verification form, getting the form notarized, and then mailing it to the address indicated on the form.

The following page displays to begin the identity verification process. Click Continue to begin.

Fant
\ . H ]
&‘; Availity 51. St O

\ art Varify your kdentity Complete
What's Identity Verification? Fhart
It's impaortant for us to keep your patients' . . ;
T e T Protect your account with 1D Verification
YOu Some questions o make sure you are . .
Who you $ay you are bafors you can Why am | being asked to do this?
access certan areas of the portal It has akways been our pnonty to protect your pabent's protected health informaton (PHI). This

rienw leved of security provides anothes eheckpont 1o make sure the person logging in is aclually

[B Gel answers 1o COmmon questions you
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Verify your identity online

You'll need to verify your identity when you register an organization with Availity.

1. To verify your information online, click Verify Identity Online.

. .
By mvaility o ) O

Start Werify your kdentity Complete

What's Identity Verification? SR B T
It's imiportant for us to keep your patients’ " . .
information sats. This means asking How to verify your identity
¥ou some questions to make sure you are
Who yoU Sy you ars befors you can Identity Verification can be handied online or on paper. Mone of the information filled cut during
i of the portal this. process will be used tor any type of markeling campaign of communicalion

Gal answars I cOMMmon quashons.
& ! Online Verification

Takes only minules to complate

arify Identity O

This option is preferred by the majority of the users registering for our platform

@ Online verification is smple, sale, and secure.
@ Real bme processing allows you 1o be on your way i minules

O Paperiess, alimingle uinecessary washe
@ Onling verbcation will be digitally notanzed

Manual Verification
Takes days o weeks io complele

Warfy ldenbty Mar

+ By mail, items may De 1051 or Stolen in the mad resweting i delays

+ Delayed processng; you will Rave 1o wait ke your documents 10 reach thair Sestination
before processing can begn

+ Requires a prmier, you will be required to print out wour application

+ Requires a notary, you will be required 1o have your application notarized or it will ba
denied
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2. On the Identity Verification page, complete the required information, select the agreement of terms at
the bottom of the page, and then click Continue.

5\ Availity

Sxarl

What's Identity Venfication?

It's impertant for us to koep your patients’
haalth informafion safe. This means. asking
YOU Barme Guestions b make Suns you &
whi you S8y you are Belore you can
access certain araas of the portal

[A Get answens o commen guestions

Werify your |dentity Complete

Iduntity Varificaticn

Make sure your contact information is up to date.

Please take @ MOMent to enter i your infamation. nat the providers. it s
Impoant that we Knaw o 10 CoNTact you If there are any changes with the:
account or i you request our help with an tssue

Legal First Name Legal Last Hame

1 I'd ke o0 use my ricknamae and not my kegal nama for this account
Date of Birth 8 ¥What's this usad o™

mmfddfyyyy
What do you do the most?

Salect

Personal Phone Number [Extenslon Phene Type
Selact

Cumant Residancy
United Stabés and US Terrories

Siresd Address

City Slate ZIP | Postal Code
Salect

B | acirvdedge aad ageee il i) | am e wdvadeal denifed above and (i) Be inforeion i § have
pireded Bhgwd o BECUTMES B Fly D8 wbd vl BES0 05 B it Baely fof adefibly winfiidlah pupoded
Fatore 82 subsrdl the above requenied informabon and B succesvdully compiets the denty varricaton
prceth miy teipend o larmnals regibabon far and sceans 1o Avadtyy sericen

Note: If your identity is a potential match with the trusted third-party that we use, another form might
display asking you for more information, such as your SSN, to confirm your identity.

Enter the additional information requested, and then click Verify identity online. If you choose not to

enter the information, click | want to verify manually.
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&y nvaility © © O

Start Verify your ldentity Complete

What's Identity Verification? Identity Verification

It's important for us to keep your patients’ .
healih information safe. This means askmg POtentlal MalCh FOU nd

¥OU S0me questions to make sure you are

who you Say you ane bedora you can
access cerlain areas of the porial complate the identiy venfication process

Please enter in the last 4 digits of your social secunty numbser at the botiom of this page to

[ Get answers to common quaslions © Why do | need 1o ener the kst 4 digins of my SSN?

Legal First Name Legal Last Name
Jane Dos

Date of Birth

0110111850

‘What do you do the most?
Practice Manager/Office Manager

Personal Phone Number Fhone Type
(804) 555-1234 My mobile

Current Residency
United States and US Territories

Street Address
123 Any Streal
Any City, FL 32256

Last 4 of your SSN

| wanl o verity manually § Verify idenlity onling

3. Review and confirm your information and then click Next.

Important: Make sure you review your information. Click Back to make changes. Later on, you might
not get a chance to correct your personal information.

Identity Verification

Review and confirm the following information before continuing. You might not get a chance to
correct your personal information later on.

Name
Jane Tester

Date of Birth
06/05/1948

Country of Residence
United States and US Territories
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4. Click Continue to answer a series of questions about yourself.

£2)

Availity °

\i‘.

Start

What should | expect?

When you take the verification quiz, you'll
be asked a senes of questions based on
the information we could gather aboul you
from public databases.

Each quastion should take 60 seconds or
less o answer.

[A Gel answers to common quastions

o)

Verify your ldentity Complete

Identity Verification

Verify your identity.

For your security, we must verify your identity through a senes of questons based on the
informaton you nramly provaded

Important

Please start your verification quiz when you won't be interrupted for 3 to 5 minutes.
When you continue, You'll have a limited amount of time to finish.

Here's an example question on the quiz:

&

Availity °

Start

What should | expect?

When you take the verfication quiz, you'l
be asked a senes of questions based on
the information we could gather aboul you
from public databases.

Each question should take 60 saconds or
less o answer.

[ Gal answars 1o COMMSN quasions

O]

Verify your ldentity Complete

Identity Verification

For your security, we need to verify your identity.
You'll have 2 minutes fo provide an answer to the question below

Which of the following vehicles have you recently owned or
leased?

O Example car #1

» Example car #2

O Example car #3

= Example car #4

= Example car #5

5. Once you have answered the questions correctly, click Continue on the Confirmation page. You are
directed back to the Organization Registration page to complete the registration of your organization.

Note: If you do not answer the questions correctly, then you are prompted to manually verify your

identity.
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Verify your identity manually

You can verify your identity manually instead of online when you register an organization with Availity.
You'll need to complete the following tasks for manual identity verification:

* Complete an initial online form

» Download the Identity Verification form

*  Complete the form

* Get the form notarized

» Mail the form back to the address indicated on the form

Important: Manually verifying your identity takes longer than verifying your identity online.

1. To manually verify your identity, click Verify Identity Manually.

P
&% nvallity @ ) O

Ay Start Werify your kdentity Complete
What's Identity Verification? SR B T
It's important for us to keep your patients” % " &
health information safe_ This means asking How to verify your identity
¥OU some questions to make sure you are
who you say you are before you can Identity Verification can be handied online or on paper. Mone of the information filled cut during
access certain areas of the portal this procass. will be used for any type of marketing campaign or communicalion

[B Gel answars 1o cOMMON qUaSHONS. 3 )
Online Verification

Takes only minules to complate

‘Werify |dentity Online

This aption is prefarred by the majority of the users registaring for our platform

@ Online verhcation is sampha, sale, and secure

& Real bng processing allows you 1o be on wour way i minues
2 Paperless, alirminales unneCassans washe

2 Online vanhcation will be digially nolanzead

Manual Verification
Takes days io weeks o compleie

Vanfy ldentity Maneally

+ By mail, items may De 1051 or Stolen in the mad resweting i delays

« Delayed processing; you will Rawe 1o wait for your documents 10 réeach their destination
before processing can begn

+ Requires a prmier, you will be required to print out wour application

+ Requires a notary, you will be required 1o have your application notarized or it will ba
denied
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2. Click Continue with manual verification to begin the manual verification method for your identity.
Click Go back to continue with the online verification process.

Tip: When you select the manual verification method, you'll be able to go back later and change to
the online verification method.

Disclaimer »

A Manual Verification Disclaimer

If you choose to continue with manual identity venfication, you will not be able to go back
and venly your idantity through our onling venhication method

m Continue with manual vernfication

3. On the Verifying Your Identity Manually page, complete the required information, and then click
Continue.

é: Availity ° ° G}

Start Verify your Identity Complete

What's Identity Verification? Koty Vorikcalion

It's important for us to keep your patients”
health information safe. This means asking

Verifying Your Identity Manually

you some questions to make sure you are Please double check and verify the information below is cormect. We will use this information to
who you say you are bedore you can pra-fill your identily werification application
access canain areas of the poral

Legal First Name Legal Last Mame

[A Gel answers o common questions

Date of Bith @ Wha's this used for?

mam/ddfyyy
What do you do the most?
Salact

Parsonal Phone Number Extansion Phona Type
Sehec

Additional instructions regarding next steps are included in the PDF thatl will be sent in
jdoe 11 @QARegistration.availity.com

4. On the confirmation page, click Continue to get directed back to the Organization Registration page to
complete the registration of your organization.
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5. In the meantime, check your email from Availity. In the email message, click the link to download and

print the manual Identity Verification application form.

Availity Portal Identity Verification = isox=

Avallity <do-not-replyavaility.coms @ 245 PM (3 minutes age) 1T
b0 farelester =

Hi Jane,

Thank you for choosing to secure your Availity account with Idengity verification. To complate your ldentity verfication, download the attached Avallity Portal Identity Verification Form and mail the completed and natarized form to:
Ann: Avadity 1D Verification
10004 M, Dale Maory Hwy
Ste. 108
Tarmpa Florida 33618

For questions about your account, please call Avaiity Client Services at 1-800-AVAILITY (282-4548). Assistance I available Monday through Friday from 8 am. ET -8 pm. ET.

Feasme donot regly 10 he message Th & an auomaed message wnd we 5o Nol mondar e &.mad box

— -

B avmitiny_sdentivy V.. ' 4

Tip: Remember, you'll need to get the form notarized, and then return the form by mail to the address
that is on the form.
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Add users overview

As the administrator for your Availity Essentials organization, you are responsible for setting up new
users. Due to regulations, each user must have his or her own user account with a unique user ID and
password. Users cannot share user IDs and passwords.

You can quickly add users in any of the following ways:
* Add new users one at a time.

* Add existing users to additional organizations.

» Use a spreadsheet to upload multiple users at once.
* Copy a user from one organization to another.

Before adding users, familiarize yourself with the concept of Availity Essentials roles and permissions.
Be sure to assign roles carefully based on each user's job function. Some roles have legal implications
related to HIPAA laws.

Add an existing user to additional businesses

The add user feature allows you to add an existing Availity Essentials user to your organization(s). This
could be useful, for example, if a new employee in your business has an existing Availity Essentials user
ID from a previous employer. Or, if you are the administrator for multiple Availity Essentials organizations,
and you want to move some of your users between those organizations.

1. On the Add User page, select the This is an existing user ID check box.

Tip: If you are administrator for another business to which the user belongs, you can use the maintain
user feature to determine the user's existing Availity Essentials user ID.

2. In the User ID field, type the user's existing user ID.

Add User

* indicates a required field

*User ID: |5-15 alphanumeric characters

This iz 2n existing user ID

Add this user to the following organization(s):

T Oniston | Cusiomer D Organision Tyve

TEST - Availity Training 89933 5555 Gafte Parkway, Sfe 110 044704147 MNon-Physician Provider
Suite 110
Jacksonville, FL 32236

3. If you are the administrator for multiple organizations, select the check box next to each organization
to which you want to add the user. To add the user to all of your organizations, select the check box at
the top of the check box column.
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4. Click Next.

5. If the system locates the correct user, select Yes to the question Do you want to associate this user
with your organization?

Note: If an error message displays indicating the user ID you entered is not in our records, check the
user ID and try the search again, or enter the individual as a new user.

6. Assign roles to the new user based on the user's job function.

7. Perform final steps in the add user process.
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Roles and permissions overview

As the administrator for your Availity Essentials organization, you are responsible for assigning roles to
users in your organization based on each user's job function. Assigning roles is part of the process when
you add a new Availity Essentials user with the add user feature. In addition, you can assign or remove
roles for existing users at any time using the maintain user feature.

* Avrole is a group of job functions, or permissions. Each role consists of one or more permissions.

* A permission is a job function or, more specifically, access to a feature in Availity Essentials that
allows the user to perform a job function. You cannot assign individual permissions. You must assign
the role to which the permission belongs. However, some roles include only one permission.

Note:

* The roles and permissions available to you and your users depend on your organization type and the
region (state or geographic location) to which your organization belongs in Availity Essentials. For
example, an organization registered as a hospital in Florida will have access to different roles and
permissions than an organization registered as a physician practice in Oklahoma. The person who
registered your organization with Availity specified your organization type and region(s) at the time of
registration.

* Not all payers or vendors support all permissions. In fact, there are a number of permissions that only
a single payer supports.

« Some roles have legal implications related to laws. Be sure to assign roles to each user carefully
based on the user's job function.

Assign roles

Assigning roles is part of the add user process for administrators. Roles determine which Availity
Essentials features users can access. Before assigning roles to users, familiarize yourself with Availity
Essentialsroles and permissions. This will help you decide which roles are appropriate for each user.
Some roles have legal implications related to HIPAA laws. Be sure to assign roles carefully based on
each user's job function.

Note: When a business first registers with Availity, Availity creates a user account for the administrator
of that business, and assigns to it all roles that are available to the business at the time of registration
approval. As administrator, you can change the roles assigned to your user account at any time using the
maintain user feature. However, you cannot remove the administrator role from your account. To change
the administrator for your business, contact Availity Client Services at 800-282-4548 (800-AVAILITY).
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1. After you complete the Add User page and click Next, the Role for [User Name] page displays.
Choose an option for assigning roles to the user:

» If the user needs a unique set of roles, make sure This user needs a new set of roles is selected
(this is the default). In the roles table, select the check box next to each role you want to assign to
the user. To assign all available roles, select the check box at the top of the roles table.

Choose the best option: @ This user needs a new set of roles.
) This user needs the same sst of roles as an existing user.

» Select This user needs the same set of roles as an existing user, if appropriate. In the Assign
the same role(s) currently assigned to field, select the existing user who has the roles you want
to assign to the new user.

Choose the best option: (O This user needs a new set of roles.
® This user needs the same set of roles as an existing user.

* Azsign the same role(s) currently |Availity: Jack [ABC213456739] v|
assigned to:

Note: Click More Info in the roles table to view the permissions that are associated to a specific role,
along with the payers and vendors that support those permissions.

2. If you are adding the user to multiple businesses, and you want the user to have the same set of roles
in each of those businesses, select the check box labeled Assign [User Name] the same roles in all
organizations at the bottom of the roles table. This will save you steps in the add user process.

ﬂnssign Test User the same roles in all organizations

| Next | | Clear| | Cancel |

Note: Leave this check box blank if you want the user to have different roles for each business.

For example, for one business you may want the user to submit claims, run eligibility and benefits
inquiries, and submit authorizations and referrals; for another business, you may want the same user
only to submit claims. As administrator, you determine which roles the user can access for each of
your businesses.

3. Click Next.

4. On the Review and Submit page, review the roles you selected for the user before you submit them. If
you need to edit your selections, click Edit Info.

Note: You cannot edit user information such as name, email address, and phone number at this point
in the process. Users can edit this information themselves later using the my account feature.

5. When you are satisfied with the roles you have selected for the user, click Submit.
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6. On the User Information Saved page, click E-mail or Print to provide the user with his or her user ID
and temporary password.

User Information Saved

Frovide the information below to the Availity user you have added to your organization(s).

« If the user is new to Availity, a temporary password displays below. The user must log in o Availity within 60 days. You will not have
access fo the user's temporary password after you leave this page.

« If the user was already an Availity user, the user can log in to Availity at any time with his or her existing passward.

User Information

UserID: testusera
Temporary Password: 7xDSqPCU
Temporary password expires in 60 days.
First Mame: Test
Last Mame: UserA
E-mail Address: testusera@test.com
Phone:
Motes:
Effective Date:  07/28/2020

Organization(s) and Roles

T . N I I

ABC Clinic and Therapy, Inc. 10752 Deerwood Pk Elvd 5 043712605 Ease Role

Jacksonville, FL 32236 Autharization and Referral Inguiry
Authorization and Referral Request
Eligibility and Benefits

Urgent Care Clinic 123 Main Sfreet 654593214 Ease Role
PO Box 99 Autharization and Referral Inguiry
St. Augustine, FL 32095 Authorization and Referral Request

Medical Attachments

| E-mail | | Print ||| Add Another User |

Important: You will not have access to the user's temporary password after you leave the User
Information Saved page. The user must log in to Availity Essentials with his or her temporary
password within 60 days.
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