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Availity Essentials terms
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Provider

Administrator

services and products.

Business or entity that manages day-to-day operations.

Individual who accesses Availity Essentials to register an
organization, add new users, administrative duties for the
organization, and other tasks. 

Individual or organization that provides healthcare 

Organization



Download registration quick reference guides 

Are there tips for 
registering for Availity 
Essentials?
Yes, there are quick guides!

Check out the quick

reference guides linked to

the right.
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•Infographic for Availity Essentials Login 
Process for Primary Admins

•Availity Essentials Registration for Health 
Care Providers

•Availity Essentials Registration for Billing 
Services
•Infographic for New Users Who Register 
with Availity
•Infographic for Availity Essentials Login 

Process and Your Data Privacy

https://apps.availity.com/availity/Demos/IFG_2-Step_PrimaryAdmin.pdf
https://apps.availity.com/availity/Demos/IFG_2-Step_PrimaryAdmin.pdf
https://apps.availity.com/availity/Demos/IFG_2-Step_PrimaryAdmin.pdf
https://apps.availity.com/availity/Demos/Availity_Portal_Registration.pdf
https://apps.availity.com/availity/Demos/Availity_Portal_Registration.pdf
https://apps.availity.com/availity/Demos/Availity_Portal_Registration.pdf
https://apps.availity.com/availity/Demos/Availity_Portal_Billing_Service_Registration.pdf
https://apps.availity.com/availity/Demos/Availity_Portal_Billing_Service_Registration.pdf
https://apps.availity.com/availity/Demos/Availity_Portal_Billing_Service_Registration.pdf
https://apps.availity.com/availity/Demos/IFG_Registration_SixSteps.pdf
https://apps.availity.com/availity/Demos/IFG_Registration_SixSteps.pdf
https://apps.availity.com/availity/Demos/IFG_Registration_SixSteps.pdf
https://apps.availity.com/availity/Demos/IFG_Registration_DataPrivacy.pdf
https://apps.availity.com/availity/Demos/IFG_Registration_DataPrivacy.pdf
https://apps.availity.com/availity/Demos/IFG_Registration_DataPrivacy.pdf


Availity Essentials Supported Internet Browsers

Mozilla Firefox

Microsoft Edge

Google Chrome Allow for pop-ups.

Remember to clear your temporary internet files often and
allow pop-ups from:

•Availity Essentials: apps.availity.com 

•Availity website: www.availity.com

•Availity Learning Center (ALC): 
https://availitylearning.learnupon.com 
•Or any third-party websites accessed from Availity 
Essentials, such as a payer's website
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Important Notes about Using Availity Essentials

Secure

Compliant

Multi-payer

Availity Essentials offers secure online 

Registering for Essentials also gives you 

access to multiple health plans, and the
ability to manage business transactions
through a single, easy-to-use site. 

options to set up EDI Gateway, batch, and
FTP services (or transactions).
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Select Register at the top of Availity.com
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Start here



Select an organization type

© 2022 Availity, LLC. All rights reserved. Confidential and proprietary—do not distribute.7



Create an account
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Create a password and select a primary region
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Note: We understand you

might do business in more

than one state or region –

however, just pick one here

to get the process started.

You’ll be able to add the

rest later.



Select Continue
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Select security questions
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Enter answers for security questions
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Verify your information and select Create Account
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Check inbox for verification email
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Verify email within 24 hours of receipt
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Select 
browser window. 

or copy and paste the link into your I Confirm, Login 

IMPORTANT! This link will expire within 24 hours of receipt.



Select Log in after verifying email
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Log in with your newly created User ID and
Password
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Setup 2-step authentication
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Name your device and enter a phone number
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Verify phone number and select Continue
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Enter the verification code and select Verify Code
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You’re all set! 
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Select Manage My Organization
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Note: Once your organization is registered (1), come back to the homepage to start your onboarding journey (2).



Select Take me to Identity Verification
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Select your Identity verification preferred method
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Manual ID verification longer to verify and therefore your organization application 
will take longer to approve. Manual ID verification requires a notarized signature. 

Manual ID Verification Steps
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Manual ID verification page
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Manual ID verification email with pdf
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Manual ID verification pdf form
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Note: Manual verification takes longer to verify and therefore your organization application will take longer to approve.



Online verification will be quicker than manual verification and there is no 
notarization required for online ID verification.

Online ID Verification Steps
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Complete online ID verification page
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Review Identity Verification page and select
Continue to start identity quiz
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IMPORTANT! Be sure to have uninterrupted 
time before continuing with the identity quiz.



Answer ID verification quiz questions and receive
success message!
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Organization Registration Steps
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Review step #1
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Review step #2
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Select Register a Provider/Billing Service
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Organization Registration Step #1

38

Enter your information as the organization's
administrator:

1.Preferred Name
2.What you do the most?
3.Personal Phone number
4.Phone Type 
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Organization Registration Step #2
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Select your type of organization and allow the page to
refresh.

1.What type of organization are you registering?



Organization Registration Step #3
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Enter information about your organization:

1.Organization Name
2.Tax ID
3. Type
4. Organization’s NPI
5

.

6

.

Select the box identifying you agree to be the
administrator for the organization.
SelectNext



Organization Registration Step #5
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Enter the Organization’s Primary Service Location
information.

1
.
2
.
3
.
4
.
5
.



6

.

Street Address
City
State
Zip/Postal Code
Select the box if the billing and primary service location
are the same
Organization Phone Number



Organization Registration Step #6
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Enter the Organization’s
Taxonomy and Specialty and

additional Payers’ Regions.

1.Primary Specialty/Taxonomy

2.Additional Specialty/Taxonomy

3.Payers’ Regions

Next4.Select 



Organization Registration Step #7
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1.Payer dropdown

If you have a recent payment from
one of the payers, select the 
payer from the drop-down. 

NOTE: 
The payers listed will vary 
based on the regions you entered in

the previous step. This is an optional

step and not required. Select None

of these if you do not have payment

information from one of the listed

payers.



Organization Registration Step #7, cont’d
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Enter the payment information.

2.Check/EFT Trace Number

3.Check/EFT Amount

4.Check/EFT Date (MM/DD/YYYY)

5.Select Next

1.Primary Tax ID

Payer



Organization Registration Step #8 –Review, Edit and
Submit
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Review the information entered and select
Edit as needed to update the information.
Select Submit.



1. Submit



Organization registration success!
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Your organization is now registered!

You will receive an application ID

and that is useful if you need to call

Availity Client Services for support. 

Select Manage My Organization to 
stay updated on your organization’s 
progress and add providers to your 
organization.
1. SelectManage My Organization



Organization Pending Approval
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1. Review the Organization

Activity field for next steps. 

2. Use the Ask a Question tool to 
receive support or upload 
supporting documentation.



Organization Rejected
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Review the Organization 
Activity field for next steps. 



Organization Approved!
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2.To edit your organizations information, (2) select the

active organization on the left and then the (3) Edit 

button on the right.

Your organization is now approved! You can now edit

your organizations information and add providers to your

organization.

1.To add providers, select Add Provider(s)



Availity Essentials Navigation
Learn what to look for and where to find it in Availity Essentials.



Top navigation tool bar options

TIP:Use Help & Training options

to launch the Provider Help

Center, navigate to the Availity

Learning Center, or create an

online support ticket.
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Secondary toolbar and Availity menu options

TIP:Select the heart icon next to a
tool or application name to save it
as a favorite.
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Notifications Center
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My Top Applications
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News and Announcements
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My Account Dashboard

TIP:Users can select My Account to

learn who to reach out to if they need

additional roles assigned to their

account.
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Tips and Timesavers

01

02

03
Use field-level help 

Add items as favorites

Use Keyword Search 

Select question mark

icons to access field-level

help.

Select the heart icon next to

an item to mark it as a

favorite. Find it in My 

Use the Keyword Search
field to find applications or
places in Payer Spaces.

Favorites to access it.
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Help & Training

Help & Training |Get Trained

Help & Training |Find Help | Administrators

Select | .
Or, select | 
Or, call toll free 1.800.AVAILITY (282.4548).

In the Search field, search by keyword, and then view demo.
Or, select the Watch a demolink on pages to view a demo.

Search for helpful forum posts based on category or key word.

Browse the help topic Administrators for information on managing
your Availity organization, users, providers, and more.

My Account Open a ticket
Help & TrainingAvaility Support.

Help & Training |Availity Support

Help & Training |Get Trained | Forum
Select the drop-down arrow on the left, and then select Forum. 
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Pharmacy Specific
Training

Go to “Help and Training” 
“Get Trained”
Search “Pharmacy” in the course catalog





AHIN
There is a “Crosswalk” guide

to AHIN available under

“Help and Training”



Last Things...
Make sure to attend the APA

Conference in Little Rock on

June 15th & 16th!!



Thank You!


