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Welcome to Availity Essentials

Molina Healthcare Ohio (Medicaid) users, welcome to Availity Essentials!

Depending on which type of user you are, this guide provides instructions on how to register your
organization with Availity.

User types
Determine the type of user you'll be in Availity Essentials.
New users who need to register an organization

If you are a new user to Availity and need to register an organization you automatically become the
Availity administrator of the organization. Refer to the procedure in this guide: Register an organization.

Once your organization registered and approved, you can begin adding users to your organization. Refer
to the procedure in this guide: Add users and assign/edit user roles.

New users who need to get added to an organization

If you are a new user to Availity and need to be added to an organization, you'll need to email your user
ID to your Availity administrator.

Refer to the procedure in this guide: Locate your user ID in Availity Essentials. Your Availity administrator
adds you to an organization and also assigns the appropriate roles to your profile to access different
features and applications in Availity Essentials.

Existing users who need to get added to an organization

If you are an existing user with Availity, and have not been added to an organization yet, you'll still need to
send your user ID to your Availity administrator. Refer to the procedure in this guide: Locate your user ID
in Availity Essentials.

Important: Existing users who have registered an organization in Availity Essentials or have been added
to an organization need to log into the Ohio Department of Medicaid website to access Availity Essentials.
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https://ohid.ohio.gov/wps/portal/gov/ohid/

Next steps after login
Once you have logged into Availity Essentials, the following message alert might display. Click Go to
Manage My Organization to begin registering your organization.

Otherwise, after login you'll land on the Availity Essentials Home page. Follow the steps below to get
started:

Welcome to Availity!

Begin by registering your organization.
Before you can start using Availity tools and applications you must first register your organization using Manage

My Organization

Let's head there now and get started

Go to Manage My Organization

1. Click Go to Manage My Organization to register your organization on the Manage My Organization
page.

2. If you close out of the message alert, you are brought back to the Notification Center. Click Welcome
to Availity! Ready to get started? to go to the Manage My Organization page to register your
organization.

Frvaility & Huime B Molihcations 2

My Account Dashboard

n MNotmication Center

My Account

Welcome to Availity! Ready to get started? 21572021 B31 am Manasge My Organizasion
- 7 5
Feeqister an organization ko bagin transacting on Availty Portal =
22021 &3 am Brocke Brownle

Start Your Onboarding Journey: Learn About Availity's Tools and Features

-
W' B e groundwork far you with Gur new LSer Course Take Aclion I

News and Announcements
A Rafreshiod Ponal Reglstraton Experbencn is Haaded Your Way (X1 ke el
Wi're sprucing up our poral registration saparanca for new adming. Curlious to leam more? W'l show naw adming how 10 registar thair

More

Lots of Webinars 1o Help You Find Inspération BT

I your professional development ks in need of a spring refresh, try a free webinar 1o spark inspiration. Avallity offers a variety of general
Mare

3. Click Start your Onboarding Journey: Learn about Availity's Tools and Features to listen to the
course on how to get started in Availity Essentials.
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Register an organization

In Availity Essentials, register your organization 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:

1.

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)

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.

Register 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.
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B Manage My Organization e

Organizations Welcome to the Availity portal!

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

Register an Organization =

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

Active Pending Rejected

No organizations found.
d. Go to step 3 where you'll need to verify your identity.

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.

Bl 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.
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Add Organization

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 1D for your organization
Add more regions to your erganization

Update secondary tax 10s 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
ID verification, you'll need to print out a form, complete the information, and then mail the form back to
the designated address.

Home » Crpenralion Regestrabon

Organization Registration v Foedtiack

Help us keep your organization information secure!

s important to us thad any sensive informabion belonging bo you of anyona In your organation 5 kept secure. Belore wou can regshar @ new
arganizabon, you wil meed B verty your igenbty,

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.

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.
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) Brwaility @ Home & Nosfications 3 My =3 NSy aNS @ Help & Traning ‘: J

Pateni Registration Claims & Payments by Prowiders Reeporting Payer Spaces i Awaility imiemal Links

Home » Organization Registration

Organization Registration Give Foodback

MY REGISTRATION IS O

. Make sure your information is up-to-date

Please take a moment o venfy or update your infarmaton
1 qf(} Lagal First Mame Legal Last Mamsa
Jane Tester

'd ke to use my nickname and not my legal name for this account

COMPLETE What do you do the most?

AdvartsmgMarketing Specalist
What's Next? Organization infoemation

Persanal Phone Number & Extensaon Phons: Type

Why is up-to-date contact Sekect
information important?

When you create an Avality account, you

become the main point of contact for your m
organization. It is important for us to have

your current information so that we can

contact you with important 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.

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. Select the check box if your organization does not require an NPI.

Important: If your organization does not require an NPI, select the check box that your
organization is an atypical provider. Optionally, enter an atypical NPI.

d. Select the organization agreement check box, and then click Next.
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My Prirviders Repording  Paryor Spaces Mo Mwality Infeenal Links

Home » Dngandalion Registration

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

What bype of erganization are you registenng?

20% Heamcare Piovader o Heallh Service Provided

Organization Name
Ertar the narme of the comgasy you work for @ Prgwaing 3 Berece on banal of 3 proeckes”

COMPLETE

Tax 10 Type
Whar's Mext? Duplicate TIN Check EIN

Thits organization is an atypical provider and do=s not provide healihcare, as defined wnder

Whet's an Avalllty organization HIRAA in Federal regulations at 453 CFR ection 160 103

administrator?
Orgarazation's NP1

¥ iros e B0 both inafvvital ety oy 1] aad arganasnan [eety typs J) MPR, et T srgaaaatas 'y NP

AS The IMinSrator for your organizaton,
You ané responsible tar cneating a user
account for each user in your ceganization
When creating a user acoount, you wil

a55gn & the appropriale moées based on
hat USers job Tuncton I agree o be one of the acdministrators for this account. and | kavee the arganizatian's authorty

W, aNd 4o, Accepl Availly's Organization Agisement

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.
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Aovaiity Idernal Links

Organization Registration Give Fesaoack
MY REGISTRATION IS S I
_— Organization's Primary Service Location

Stréet Address

20%
-

COMPLETE ciy Stale ZIF [ Postal Code
Selecl

What's Next? Check Veification
Bl Billing and primary service location address are 1he same

What's a taxonomy code? Organization Phone Number Extensian

Taxunum‘y Codés aré adminisirative Codes

for ideniifying the provides type and area of

SPECialiZaton 107 NEaNhEAME pioviders Taxonomy and Specialty
Each taxonomy code ts & unigue fen
character alphanumenc code that enabies
providers bo identify thewr specialty at the Select
claim beviel

Primary SpecialtyTaxonamy

ARIIONA) SPeCARES TANONOMAES Grness
Seiecl

T3 pkay b Seiec! mone Ban one.

Payers' Regions
This arganization is cantracted in the following slases:
u Florida

W need 1o sécurely exchange talches of EDI files wilh payer using Avalty's SFTP.

=

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.
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Organization Registration Grve Foodback

MY REGISTRATION 15

\ 7o%
COMPL l-=.TF.

What's Heat? Review Qeganizaton

What might dalay us in creating
this organization account?

Wi Gl Crasls most ofganizesnn acotunts
N |55 han 24 hours. Wil check
valdaban TS even Qucker Howevel
dedays can ooour il your crpanzation’s
riformalon malchad enothers on ke, o I
e v iroubde venfyng your ienity

Time Saver Tip

Expedite your organization account's setup

Dl s K ) e anEalions oo (Ricugh R sxtansms ARGIeval Brocass (el Can ek anyWwsae
from 22 hours 0 a couple wesls?

Ome way o expadite approval s by proviging chack or EFT informaticn from one of e kstad
payers Tha chack or EFT must have bosn imsued batwsan 04092020 and 10082020

Parar
Derl b e 4m EFT e o pa gy Satnd” Bt e o8 Saay

HBC Payar

Prmary Tax ID
454200223

ChecEFT Trace Numder

ChedkEFT Amoun

Check/EFT Date (MMDDAYYYY)

m

8. Review your information. Click the Edit link to update your personal or organization information, and

then click Submit.
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Organization Registration S

MY REGISTRATION IS Fepriow

- Review your application

Plaasa revicw e information and maks s wa hase il right baftre Submisng your appication
0, for @ nerw argamaion apoount
99% o

ACCOUNT INFORMATION

[Ermall Address oo @ availily oon

COMPLETE Usr 1D jarnetastar
Whiart's Next? Mol Steps
ABOUT ME
Nama Jane Toste (Ady 1

Phane Number ([100] 00

& Edit

ORGANIZATION INFO

Drganization NP1 12
Drganization Tax ID

Primary Taxonamy (2515000000 AGENCIESICOMMUNITY/BEHANORAL
HEALTH|MOT AFFLICA

Primary Service Locaion 4701 Test Drwve Essl Ponte Vidra Beach FL 32082
IBilling Address 77 Jane Tesier Avenue Ponbe Vedra Bas

¥ Eo
e

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.
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Home > Organization Registration

Organization Registration Give Fesdback

MY REGISTRATION IS Heot Staps

Thanks for registering to create an organization

account.
1 000/6 Your application 1D is 3177330
WHAT'S NEXT?
COMPLETE & Print this page and the Organization Agreement for reference
A Once approved, view your notifications on the Availity home page for instructions on
S — seiling up your SFTP mailbox

& Weawe processing your application. Please visit Manage My Crganization fo view the
status of your registration.

m Organization
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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.

% Awaility # Home M Notifications 1 My Favorites Kentucky © Help & Training @) (2ne's Account & Logout

Patient Registration Claims & Payments My Providers Reporting  Payer Spaces Mare Avallity Intemnal Links m

Home > Manage My Organization

B Manage My Organization Give Fesdbeck

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

) Address
- — 1231231231 NiA NY NiA
Register an Organization =
_ 52nd Central Park West

Org Name Search n
. Administrator Information

Admin Name Email Address Status Notes
Active  Pending Rejected Jane Tester janetester@email.com NIA NiA

Billing Org Test o )
Application Information

Tax ID NP1 PENDING
1231231231 N/A
Application 1D Application Date Status Notes
Billing Org Test 3181084 March 04 2021 PENDING \rl::;:zzllcatlcn is being
Tax ID NPI PENDING
123123123 12312123

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
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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 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

e 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.

&y availity d

Start

What's ldentity Verification?

It's important for us to keep your patients”
hesallh information safe. This means asking
¥ou some questions to make sure you are
who you Say you ane bedore you can
access cerain areas of the porial

& Gal answars o COMMON quUashions

® o)
A

Werify your kdentity Complete

Identity Verification

How to verify your identity

Identity Verification can be handied online or on paper. Mone of the information filled cut during
this procass. will be used for any type of marketing campaign or communicalion

Online Verification

Takes only minules to complate

‘Werify |dentity Online

This opdion is prefarred by the majonty of the users registering for our platform

@ Online verhcation is sampha, sale, and secure

& Real bng processing allows you 1o be on wour way i minues
& Paperless aliminale unnecossan washe

2 Online vanhcation will be digially nolanzead

Manual Verification Vanfy ldentity Maneally
Takes days io weeks o compleie

+ 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 prinder, you will be required to print out your application

+ Requires a notary, you will be required 1o have your application notarized or it will ba
denied

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.
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Disclaimer x

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 venfication method

Go back Continue with manual venfication

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

&‘ Availity ° ° @

Start Verify your ldentity Complete

What's Identity Verification? Koty Voriicabion
It's imiportant for us to keep your patients
health information sale. This means aslung

Verifying Your Identity Manually

¥Ou some questions 1o make sure you ane Please double chack and verify the information below is correct. W will use this infarmation to
who you Say you ans before you can pra-Hll your idantity venficalion application
access cenain areas of the portal

Legal First Mame Legal Last Mame

[B Get answers o common questions

Date of Bith @ What's this used for?

mmiddyyyy
What do you do the mast?
Salect

Personal Phone Number g Extedvsion Phone Type
Sehect

Additignal instructions regarding next steps are included in the POF that will be sent io
jdoe11@QARegistration.availity.com

(oot ] o

4. On the confirmation page, click Continue to get directed back to the Organization Registration page to
complete the registration of your organization.

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.
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Availity Portal Identity Verification = ieoxx

Awallity <ds-net-realymavaility soms @ 245 PM (3 minctes age) Y
o janciester =

Hi Jare,

Thank you for choosing to secure your Availity account with kdengity verification. To complate your ldentity venification, download the attached Avallity Portal Identity Vartfication Form and mail the complsted and notarized farm to:
Ann: Avadity 1D Veriication
10004 M. Dale Mabry Hwy
Sle. 106
Tarnpa Florida 33618

For questions about your account, please coll Avadity Client Services at 1-800-AWAILITY (282-4548). Assistance I3 available Monday through Friday from 8 am ET -8 pom. ET.

Piease do nol reply 10 hs message The  an auomaled message and we B ol Moo thes &.mad box

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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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.

—~
&% nvallity @ ) O

A Start Verify your Identity Complete
What's Identity Verification? SR B T
It's imiportant for us to keep your patients’ % . .
health information safe_ This means asking How to verify your identity
¥OU S0me questions to make sure you ane
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 cenain areas of the porial this process will be used for any type of marketing campaign or communication

Gel answars Io COMMOoN quashons
= < Online Verification

Takes only minules to complate

‘Werify |dentity Online

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

@ Online verhcation is sampha, sale, and secure

& Real bme processing allows you 1o be on your way i minules
2 Paperless, alirminales unneCassans washe

@ Onling varibication will be digitally notanzed

Manual Verification
Takes days io weeks o compleie

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

+ Delayed processing; 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

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.
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é';\\_. Availity g . ‘ﬂ

Werify your Identity Complete

What's Identity Verification danitty Verlication

et bl Make sure your contact information is up to date.

YOU S0Me quastions 1o make suns ou e
Wi you Sy you are B2l you can
ACCESS CAImain areas of the poral

Fhease take a moment to enter in your informadion. not the provider's. R is
IMpartant that we Knaw how 10 COMACT you if there are any changes with e
CCOUNE OF IT YOU request aur el with an tssue

[ Gl Bnswers. i COMmGon qusslions

Legal First Name Legal Last Hamse

[ I'd lika t use my nickname and not my legal nama for this account
Dabe of Birth 8 ¥What's this used o™

mmddfyyyy
Whal do you do the most?

Salect
Personal Phona Number [Extansion Phaone Type

Salact

Cumant Residancy

United States and US Terrtorias

Siresd Address

City Slale ZIP | Postal Coda
Saled

B | pchravdedge and agees al (1] 1 am ihe wdiedeal denifed abave and (i) e infomeaion ikai | have
pitreaded abeve B SEcuiahe and mdy bE whed And Seal 15 3 ifwd party fof denly vl o puposes
Fatore 82 suBrd the atove requenied informabon mnd & suctesvdlly compiets the dently verication
ProceTs may weapend or lermmnale repiabiaton dor and scceus lo Avaddy ' peracey

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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Start

What's ldentity Verification?

It's important for us to keep your patients”
healih information safe. This means asking
you some questions to make sure you are
who you Say you ane bedora you can
access cerain areas of the portal

[& Gel answears to common quastions

O]
Verify your ldentity Complete

Identity Viarification

Potential Match Found

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

© 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.

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:

O]

Start

What should | expect?

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

Each question should take 60 seconds o
less o answer.

Verify your ldentity Complete

Identity Verification

For your security, we need to verify your identity.
Yo'l have 2 minutes to provide an answer 1o the quastion below

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

[A Get answars o common quastions O Example car #1
© Example car #2
& Example car #3
= Example car #4

O 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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Locate your user ID in Availity Essentials

In Availity Essentials, as a new user (non-administrator) to become a member of an organization, you'll
need to email your user ID to the Availity administrator of the organization you need to join.

1. In the My Account Dashboard section of the home page, click My Account.

My Profile Information

& User

Your personal account information

# Update User Information

Avatar User ID First Name Last Name Nickname
. janetester Jane Tester N/A
E4  Contact # Update Contact Information

Your communication preferences

Phone Number Extension Phone Type Confidential Voicemail
NIA MNo

Fax Number Email Address

MIA jane testeri@availity.com

Professional

Your profession specific details

# Update Professional Information

What do you do most?

2. On the My Account page in the User section of your profile information, locate your user ID.

3. Copy your user ID and then send the ID to your Availity administrator.
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Add users and assign/edit user roles

Once you have registered the organization and the organization is approved, as the Availity administrator
of the organization, you can:

* Add users to an organization.
» Assign the appropriate roles to the user.
« Edit the user's roles.

This information is part of Availity Essentials Provider Help Center. You'll need to be logged into Availity
Essentials and either have an organization registered and approved or belong to an organization to
access these help topics. In the Provider Help Center, use the table of contents on the left to find the
information you need.
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Access the Molina Healthcare Ohio Payer Spaces and
applications

In the Avalility Essentials menu bar, click Payer Spaces, and then click the payer logo. To access Payer
Spaces you need the Base role, which is automatically assigned to your user profile when your Availity
account is created.

Ohio @ Help & Training

Payer Spaces Mare

MOLINA
HLALTHCARL

Tip: Make sure you are in the Ohio region. Change the region in the Availity Essentials menu bar.

As of July 1, 2022, Availity is adding the following applications to the Applications tab on payer spaces
for Molina Healthcare Ohio:

For this application: Users need this role(s) assigned to their user
profile:
Clinician role
& Care Coordination Clinical Tools and Resources role

« Case Managed Member List
= Care Team Info
= Care Plan. .

Base role

Q@ Patient Care

« Member Roster
+ Member Information
« Clinical Data/PHR

Important: At this time, the Patient Care
application is disabled. This application will be
available at a later date.
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