‘ Medicare Advantage

Welcome to the Availity Portal —
Provider Online Reporting overview



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.

Note: You must register in both Availity and POR. P H ‘ h B‘
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Adding users in Availity
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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.

) Availity # Home A Nofifications @ My Favorites
Patient Registration Claims & Payments My Providers Reporting Payer Spaces
Account Administration Availity PayerList ~ Patient Care Summai y My Account
n Notification Center .
@ Add User < Payer List O Access Audit Report 2 My Security
@ Mai
Choose the best option: Thi ed 1t of roles. Maintain Availity Administration Online Batch Management
t of rok -
Organizatio V) Payer Organization V) Online Batch
Search Management
User
ase
rtha

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
S — - administrator, who can then print or email
| B the information to the end user.
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Administrator: Editing users in Availity

1. Once logged in to the Avalility 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.

£ Muaility # Home AL Motifications 7 My Favorites

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

| Account Administration Availity Payer List Patient Care Summary My Account
n Notification Center
_ . User & Payer List ) Access Audit Report ' My Security

' Maintain User
. Online Batch Management
Maintain

Organization Online Batch

hlanagement

1/2872018 8:38 pm
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Administrator: Editing users in Avalility

(cont.)

2. In the Roles column, select View/Edit. A list of available roles displays.
3. Select the checkbox for Provider Online Reporting and then Save.

Choose the bestoption:  [®] This user needs a new set of roles.
0 This user needs the same setof roles as an existing user.

Permissions
mo

User Roles
¥ BaseRole More Info
¥ Ciaim Status More Info
- Name of user
¥ Claims More Info
@ coim N “ . * indicates a required field
v anagemen ore Info:
| Revoke User| \ Reset Password | “-’_:r:auh for a user ‘ | Search \
Eligibility and Benefits More Info
Express Entry More Info UseriD: Demol23
= “FirstName: | xxxxx |
) Mew Eligibility and Benefits More Info “LastName: | V¥VYY ]
[ Provider Data Management More Info Email: | |
R Phane: - - ext.
L) Provider Fee Schedule More Info Notes

- J
. ) Provider Online Reporting Iore Info

User is associated with the following organization(s):

Cusomer D

ABC 1111 111 Street 111111111 Actve
Jacksonville, FI 11111
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Administrator: POR registration

—_—

Log in to hitps://www.availity.com.
Choose Payer Spaces in the top menu bar.
Select the payer tile that corresponds to your market.

SR

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 PR
Terms of Use Agreement. The agreement will appear for users once VAV H ea ‘t hy B ‘ U e

every 365 days.


https://www.availity.com/

Administrator: POR registration (cont.)

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

Welcome, providers.

Applications  Resourcss  News and Announcements SorEhy
AZ -
Claims Status Listing Clear Claim Connection Comprehensive Health Assessment
Refrieve a list and status of the claims you've Research procedure code edits and receive edit Submit and monitor health assessment forms for Home >
submitted rationale your patients online.
Provider Online Reporting
Education and Reference Center Fee Schedule Precertification Look Up Tool Select an Organization
Locate important policies, forms ang! ~r-= st b b meinc imieemgiion for the Check if preauthorization is required for your
rrrrrr Megiizaid or Medicare patients. | Training
‘ Provider Online Reporting Remittance Inquiry
Provider Online Reporting View, print, or save a copy of your Remittante
Advice.
® ® y



Administrator: POR registration (cont.)

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

Organization.

Programs

Report Search

Register / Maintain
Organization

Maintain User

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

Helpful Links

Welcome to Provider Online Reporting

Contact Us /
Netifications Welcome

X¥Z Program

Welcome:

‘Welcome to the Provider Online Reporting Site. Sharing useful and
timely information with providers is part of cur commitment to you. To
learn maore about the specific programys) your organization participates
in, take advantage of the resources below that will provide additional
program documents, notifications and reports.

Important Motice to Providers: You are not permitted to access or use any
Protected Health Information {PHI) received within the reports available
«@n this site that pertains to members you are not curently tresting.

oD
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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 ID4s) registered Begister Tec 105}
Helpful Links

Note: The practice may be participating in more than one P
program; the administrator must register each program that is VAV H ea ‘t hy B ‘ U e
listed. ® ©



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.

Register 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 -
Contact Us The following is a list of programs associated to the organization that are available for registration and maintenance.
Notifications |
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 = ibigE6 Edit Tax ID(s)
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Administrator: Adding users in POR

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

1.

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.

uuuuuuuuuuuuuuuuuuuuuuu

ilabie for scomis setup and maintenance
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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 appropriate.

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.

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

Register User(s)

Select Program ‘ Member Reports

Select Report(s) :
[ pisen er

O epspr In Care

[} tal Health Waiver
m]

[m] ter

[m] r

O New M

O Patient s

O star DIS

O value Purchasing

Select Users(s) :

]

Select Tax ID
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Administrator: Adding users in

(cont.)

Register user(s):
4. Preview .

+ Select Add to Preview to
review the selections made
prior to saving.

« Select Save.

Register User(s)

Program XYz
Select PIgiam” | ermber Reports

Note: If changes need to be made prior to saving, select PR
Remove from the preview window and complete the fields on VAV '@ H ea "t hy B ‘ U e
the screen. ®



iting users in POR
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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

Maintain User - orgDemoBrand
Report Search

The following is & list of users associsted to the program that are available for access setup and maintenance.

Contact Us

Notifications XYZ Program

Register / Maintain
Organization

P Maintain User
Group Role(s) Tax IDys}
- Register User(s)
- Edi y] Last name, First name - i Clinical
Edit User(s) .—’ Name of practics . 000000002
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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.
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Accessing POR

1. Log in 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 w4 Payer Spaces ~ More

n Notification Center Payer

. Specific
Tile

Payer
Specific
Tile

Note: First-time users accessing Payer Spaces will be asked to accept PR
a Terms of Use Agreement. The agreement will appear for users once VAV H ea ‘t hy B ‘ U e

every 365 days.


https://www.availity.com/

Accessing POR (cont.)

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

Welcome, providers.

“

Applications  Resourcss  News and Announcements SorEhy
AZ -
Claims Status Listing Clear Claim Connection Comprehensive Health Assessment
Refrieve a list and status of the claims you've Research procedure code edits and receive edit Submit and monitor health assessment forms for Home >
submitted rationale

your patisnts online.

Provider Online Reporting

Education and Reference Center Fee Schedule Precertification Look Up Tool Select an Organization
Locate important policies, forms ang! ~~s~n-t i st i inteeation for the Check f preauthorization is required for your
resources Mediicaid or Medicare patients. | Training v
‘ Provider Online Reporting Remittance Inquiry
Provider Onling Reporting \figw, print, or Save a copy of your Remittance
Advice.

oD
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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.

Fmgmmn |
| Welcome to Provider Online Rapar‘ting

Report Search |

Contact Lis

Notfcatons |

L LT | Welcoma

Register | Maniain | Wlooma by thi Provider Onlirs Reporing Sie. Shaving usakal snd
Organization X0 Pragram rimaly information wish providers is pan of ouwr oomemitmei 1o you. Te
e : HRiT sl Bl D 3SRl PRSP RITYE) pOul SAGRRIENLICR Sl palEs
Maintae Uses | i, lnke sSvanisge of e rescuroes below that will rovide sdditional

Erogiam doaumants, AstiENlcns Bag Mo
- Register User(s)
- Edig Useris)

Imporae Motios Tevidens: Yoo sre not penritied I BOOES O use By
Frateceed Health Information [FHI) retaived within the repons svailasle
i Bith B PAREING 15 MEMBen yOu 68 ROt cumently Iealing

Hedpiul 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 arrow.

Programs

Helpful Links

—

Healthy Blue



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

* Required

Contact Us

Program & State

Notifications

Register / Maintain - . v .
Organization Select a Program: | Program XYZ State:

Maintain User

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

Search Criteria

*Tax D ISe\ect

* Select Report ISe\ect

*Indicates a Required Field

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

Healthy Blue



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.

Healthy Blue



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.

Note: Functionality is dependent upon specific program
requirements.

Home
Programs
Report Search
Contact Us.

Register | Masntain
Organization

Maintain ser

= Register User(s)
Edt Useds)

Haelpful Links

Onling Resources

Notifications

‘ Sebect a Piogram  Xv'Z Program

Healthy Blue



tips and additional support
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General Availity help and training

Find help with Availity registration by following the steps below:

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

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

B w

' Contents Index Search Back Show/Hide Text Print ?Auaility
[

~
.......... What's New and Changed
Getting Started la
Administrator
[#] Help & Training ~ Authorizations and Referrals @ @
- Claim Status
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
F”"ld Hel Electronic Data (EDI
P Eligibilty and Benefits (E4B; ®
igibity and Benefits (E4E) 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
Glossary Availity Release Communications. For a specific problem, check the FAQs topic for frequently asked questions.
Payer Hel Medical Attachments
Ly p Claim Encounter R A
Patient Care Summary December 9, 2017
: Patient Cost Estimator
Get Trained 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 Reports to generate inpatient census and discharge census reports for primary care physicians (PCP). The following topics were created and
C Payer List updated as a result:
Search Knowledge Payer Spaces
Payer Tools - Generating Inpatient Census and Discharge Gensus Reports NeW!
Provider Data Management
Remittance - Payer Spaces Tools for CarePlus I
Quality and Risk Adjustment
Reporting + CarePlus Additional Benefits Information Now Available — When you submit an elibiity and benefits request to CarePlus, you ean now access |
Troubleshooting additional benefits information from the eligibility and benefits results. The Viewing Eligibility and Benefits topic was updated as a result

oD
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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
qwckly 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: | « erovider oniine Reporting

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

£¥ Manage My Favorites

. _ _ .
S | Provider Online Reporting

Healthy Blue


https://www.availity.com/

Additional support

* 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.

Healthy Blue
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* Availity, LLC is an independent company providing administrative support services on behalf of Healthy Blue.

https://medicareprovider.healthybluemo.com

Healthy Blue is the trade name of Missouri Care, Inc., an independent licensee of the Blue Cross Blue Shield
Association.
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