Guide to register for and access
the Provider Online Reporting
application
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Provider Online Reporting overview

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

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

Provider Online Reporting overview (cont.)

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

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

software.

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

Internet Explorer:

1.
2.

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

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

Select Close.
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Pop-up blocker blocks Availity and third-party pop-ups (cont.)

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

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

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

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

Google Chrome:

1.

o &M Wb

Select to the right of Chrome's address bar and then choose Settings.

Choose Show advanced settings at the bottom of the Settings page.

Select Content settings in the Privacy section.

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

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

Choose Done in the Pop-up exceptions window. Choose Done in the Content settings window.
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Pop-up blocker blocks Availity and third-party pop-ups (cont.)

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

e apps.availity.com

* availity.com

* mc.availity.com

e careprescribe.scripttone.com

Note: If you access any third-party websites from the Availity Portal, add those sites as well.
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http://www.apps.availity.com/
http://www.availity.com/
http://www.mc.availity.com/
http://www.careprescribe.scripttone.com/

Availity Portal registration

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

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

1. The administrator for the Availity Portal will need to login to
2. Select the More option from the top menu bar.

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

1. Select the Provider Online Reporting Enrollment Administration link.

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

Patient Registration Claims More Reporting
Organization Information o ore o
* indicates a required field Organization Links

View Roles
View Identifiers
Maintain Identifiers

Provider Online Reporting
Enroliment Administration

Account Alerts:

Select "Provider Online

. o Reporting Enrollment
Crganization: | Administration” link.
Doing Business As:

Organization Type:

Payerendor: '
Geographic Location:

Status: Live
Status Date:  07/30/2012
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Administrator registers organization in Availity for Provider Online
Reporting programs (cont.)

2. Verify or select Organization.

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

Provider Online Reporting

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

Organization:  [Select One v
Payer: ? rﬂ_@
You ar t {0k A t te an a thir ty ! | A t
Ir ¢ A Wty t control such sites, does nol necessa
oduc
Submit | Cancel
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Administrator registers organization in Availity for Provider Online
Reporting programs (cont.)

5.

Select Register/Maintain Organization.

Programs

Report Search

Contact Us /
Notifications
il Welcome

Register / Maintain
Organization XYZ Program

Maintain User

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

Helpful Links

Welcome to Provider Online Reporting

Welcome

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

Impartant Motice to Providers: You are not permitted to access or use any
Protected Health Information (PHI) received within the reports svailable
on this site that pertains to members you are not cumently tresting.
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Administrator registers organization in Availity for Provider Online
Reporting programs (cont.)

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

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

Home
Programs - - - -
i Maintain Organization - orgDemoBrand

Report Search
he following is & list of programs associsted to the organization that are availakble for registration and maintenance.

Contact Us

Notifications

Register / Maintai Progr: f
Oetganizrallon n ogram and Tax |D Information

Maintain User Program Hame Registered Organization Tax | DIz}

Helpful Links
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Administrator registers organization in Availity for Provider Online
Reporting programs (cont.)

7. A pop-up window will display all tax ID(s) that need to be registered for the program.
8. Check the box for each tax ID to be registered, then select Save.

Reqister Tax ID(s) for X¥Z Program

000000000
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Administrator registers organization in Availity for Provider Online
Reporting programs (cont.)

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

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

Home

= o -
foarame. Maintain Organization - orgDemoBrand

Report Search

is & list of programs associated to the that are for and =3
Contact Us

Notifications

Register / Maintain Program and Tax D Information
Organization

Maintain User

Program Hame Registered Organization T:
- Register User(z)
-Edit User(s) XYZ Program - 000000000

Helpful Links
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Adding a new user

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

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

for access.

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

Notifications
1 More v Reporting
My Account
18
Manage My Code List
ents

Express Entry
ht response(s) P v

N Iy Favorite Codes
your provide|

. _ My Profile
bur information

Services Reaqistration

My Payer Portd

Medicare Advantage
Provider Self Service
(Anthem)

Provider Online
Reporting

Provider Portal
(Anthem)

EDI File Management

Send and Receive ED

Account

Payer Spaces

Account Adminijstration

Add User

IMaintain User

IMaintain Organization

Medical Attachments

Choose the best option: @ This user needs a new set of roles.

[  Authorzation and Referal Inguiny

[ Authorzation and Referal Request

Cllirn

lmimns k e T

lin
EC Management
- Note to PAA: Youwillalsor
Tiggil W i Bene

give yourself access to the P

Manage Providers Onhine Reporting role
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Editing existing user roles

Choose the More option from the top menu bar.

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

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

Notifications . Account

* indicates a required field
Reset Password Search for a user e —

1 More ~ | Reporting Payer Spaces UseriD: Demo123

*First Name:  Name

ayer Portals Account Administration

My Account EDI File Management

O a

B A

B e

Manage My Code List Medicare Advantage nd and Receive EDI Add User Notes: 3 o

Provider Self Service Files o N

Express Entry (Anthem) Maintain User “

els) File Restore Gancel O =
@ My Favorite Codes Provider Online Maintain Organization B & Note to PAA- Youwill also need to
vide| ; give yourself access ta the Pravider

X Reporting EDI Reporting User is associated with the following organization(s): 0 w

_ My Profile Preferences
ation B =

GCusamer D
06/04/2012

ABC Clinic _ 1 111 Street 111111111 Active
Jacksonville, FL 11111

Provider Bordal

=

Online Repaorting role. n
& .
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After assigning user roles

» After assigning user roles in Provider Online Reporting, users — including the administrator —
must logout and log back in to Availity to see the updated role assignment.

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

— Select My Payer Portals > Provider Online Reporting.
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Access Provider Online Reporting

1.  Go to availity.com.

Select Login.

INEENIN

Select Login.

é\Y Availity

Enter user ID and password.

AVAILITY PORTAL | LOGIN | REGISTER

. Password:

Please enter your credentials

User ID:

/

J Show password

Forgot your password?
Forgot your user ID?

el T . & : =

19
TNWP-CD-031410-23


http://www.availity.com/

Access Provider Online Reporting (cont.)

Choose the More option.

Select Provider Online Reporting.

Verify or select the Organization and Payer.

Choose Submit.

More v Reporting

Express Entry

(5)
' My Favorite Codes Provider Online
e/ Reporting
] My Profile
([wlal

My Payer Portals

Medicare Advantage
Provider Self Service
(Anthem)

Provider Online Reporting

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

Organization: [Select One

M

H Payer: ? F_E

n Submit | Cancel

leave Availity’s secure site and enter a third-party site

© and reference only. Availity cannot control such sites, does

which may require a s
not necessarnly
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Administrator: Reqgister
and set up new user in
Provider Online Reporting



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

Maintain user link — new user registration:

1.

Select a program. If the organization is participating in more than one program, the

administrator must register the user to access Provider Online Reporting for each individual
program, as appropriate.

Select New users are available to register link. The administrator will be taken to the Register

User landing page (see next slide). This link will only display when the program has new users
that have not been registered.

rrrrrrrrrrrrrrrr
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Administrator: Register and set up new user in
Provider Online Reporting (cont.)

Register user(s):

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

program, as appropriate.

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

1. Select group: Choose from group names associated with the selected program.
2. Selectrole(s): The roles will appear unchecked by default. Check role for user.

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

Register user(s):
4. Assign access: Select the Group Access check box or search for and select eligible tax IDs:
— Search — Type in a tax ID or the name associated with a tax ID, when applicable.

— Select all — Choose Select All. All tax ID(s) will appear as selected. When unselected, all
tax ID(s) will appear as unselected.

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

:

a. Bedect Fisledn )

B Sabect Uiaii]

0 Ansign Access

Group Acoem

=

—— Hrarch

Beberl

Hizema
Pregrams
Regisier User(s)
Report Se
Sabet Program:  XYZ Program
Contact U
Hiodfcatons Sebect Group
R 301 | Mgantan B
e e Hame of practice

e Pawwien

« Agd sebetices Fom the el 0 i >

Last name, First name

Search or feleat Eligeble Taw s

o Assign Aooeas

L Group Access
O

Search or Select Eligible Tax 1D{s}:

Select

[[] oooooooos Managed Tax ID
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Administrator: Register and set up new user in
Provider Online Reporting (cont.)

Register user(s):

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

ppppppp

Notifications

aaaaaaaaaa

Register User(s)

Select Program . xvz progra

o Select Group : e Proview:
Name of Practice - Search or View NP1 or Tax ID
Programs :
Echas Searc!
@ selectRole(s):
fin X 10
1234567890
© selectusers): =3
ast, First
o Assign Access : / /
/
Group Access /

— Of e /

Search or Select Eligible Tax If{s):

Select

/
0 /
v/
//
//
View NP}
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Administrator: Register and set up new user in
Provider Online Reporting (cont.)

Register user(s): E—
it aaa Register User(s)
5. Preview: e sectProgam: iz
Notficatons P @ Preview:
— Select Add to Preview to review the selections T e Ie p—
made prior to saving. AT | @ e [ s e

9 select User(s) :

— Choose Save.

Last, First

0 Assign ACcess @
Group Acce

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

ADD TO PREVEEW
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Administrator: Register and set up new user in

Provider Online Reporting (cont.)

Maintain user — edit user:

e Once the user(s) have been successfully
registered, the administrator can view the list of
users, group information, the role assignment

given, and the tax ID that each user has access to.

 Select the Edit User link to modify existing access
for the user. The Edit User screen will be
prepopulated with the data for the selected user
(see next slide).

Notifications

Provider Online Re

porting

Maintain User - orgDemoBrand

li users sssociated to the program thst are avsilable for a

XYZ Program

lame of practice

Clinical

= 000000000
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Administrator: Register and set up new user in

Provider Online Reporting (cont.)

Edit user(s)

Select Edit User(s) from the left navigation menu to
modify access for an existing user. The Edit User(s)
screen will be populated with the data for the
selected user.

Programs

Notficabons

Edit User(s)

Seled Program KYZ Proghes
n Aaiect Uner(s)
il

Mame of Practice

lllllllll

30
TNWP-CD-031410-23



Administrator: Register and set up new user in

Provider Online Reporting (cont.)

Download to Excel option

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

View all TIN(s)

User 1
Group 1

Displaying 45 of 500 TINs

1234567890 - Managed TIN
0xx123 - Name of Group TIN
3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

& Print

1234567890 - Managed TIN
x00x123 - Name of Group TIN
3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

3234567890

(X

| &) |Download to Excel to View all TINS|

1234567890 - Managed TIN

00123 - Name of Group TIN

3234567890
3234567890
3234567890
3234567890
3234567890
3234567890
3234567890
3234567890
3234567890
3234567890
3234567890
3234567890
3234567890
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Provider Online Reporting
overview



Navigation

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

[ ————
PErOT—
Programs.

Report Search

Cr;o:oa Us
Notficatons

Register / Maintan
O(ganua}»on

Maintain User

- Regmster User(s)
- Edt User(s)

Helpful Links

—

Welcome to Provider Online Reporting

Welcome
Welocome to the Provider Online Reporting Site. Sharing usefu! and
xXyZ ongvam timely information with providen is pant of our commitmaent to you. To
leam moce BLOUL the DTS DICGIaM() your CAgaNIZAtion paticipates
n, Loke SSVANLSge of Ihe 1escyroes bealow that will provide acditional
program documaents, Aatifications sad repons

Imnponant Notios 1o Providens You S0 not pamsitied 1 S0008 O¢ Lse aMy

Frotectad Heslth Information (FHI) received reports availasie
©N this site B\a1 perising 10 Membens you ane NoL Curmently Meating
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Programs

Programs
e Select a program using the drop-down arrow.

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

Home

Report Search

Programs

Contact Us

r
Nw{a T, Select s Program XYZ Program - Stste: TX
Register / Maintain

_Organization

Maintain User XYZ Program

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

Program Description

Helpful Links

VIEW ALL NOTIFICATIONS

N7 §
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Report search

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

Home
Programs
Report Search
Report Search
Contact Us
Notficatons Ptogfam
Register / Maintain
Organzation
* Select a Program
Maintan User XYZ Program v
E _‘: "4'.-““,
Chck on the report links below 10 view the report
Helpful Links

Link, file or further instructions will display here,
‘ depending on program

N ;
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Contact us

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

Home
Programs

Report Search

Notficatons

Register / Maintain
Organization

Maintain User

Register Usor(s)
Ednt User(s)

Helpful Links

Contact Us
* Required
* What is your comment regarding? State: CA
XVZ Program -

* Please specily the category fof your question:

* First Name: * Last Name:

Last

* Pioase spocily the best way for us 10 contact you:

one v Extension;

* Best time to contact yo:

Momng w

Ploase leave your comment: Extimated time of response: 2-3 business days

Remaining Chavacter Count 290

Please 60 not send personal healih information m
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Notifications and helpful links

 Select Notifications to view updates for programs, as applicable.

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

* Please note: Functionality dependent upon specific program requirements.

g l= 0. -]

Programs
Hotifications

Report Search
Contact Us
Ragistar | Masntain
CrganiEaton /
Mamkain User

Edit Ulzens)

Halpful Links

Snling Riesources

N .
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Help resources

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

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

* |If you have other questions, contact your local Provider Experience
representative or call Provider Services at 833-731-2162.
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provider.wellpoint.com/tn/

Medicaid services provided by Wellpoint Tennessee, Inc.

We comply with the applicable federal and state civil rights laws, rules, and regulations and do not discriminate against members or participants in the provision of services on the basis of race, color, national origin, religion, sex, age,
or disability. If a member or a participant needs language, communication, or disability assistance or to report a discrimination complaint, call 833-731-2154.

Information about the civil rights laws can be found at tn.gov/tenncare/members-applicants/civil-rights-compliance.html. TNWP-CD-031410-23 | November 2023



	Slide 1: Guide to register for and access  the Provider Online Reporting application
	Slide 2: Provider Online Reporting overview
	Slide 3: Provider Online Reporting overview (cont.)
	Slide 4: Pop-up blocker blocks Availity and third-party pop-ups
	Slide 5: Pop-up blocker blocks Availity and third-party pop-ups (cont.)
	Slide 6: Pop-up blocker blocks Availity and third-party pop-ups (cont.)
	Slide 7: Pop-up blocker blocks Availity and third-party pop-ups (cont.)
	Slide 8: Pop-up blocker blocks Availity and third-party pop-ups (cont.)
	Slide 9: Availity Portal registration
	Slide 10: Administrator registers organization in Availity for Provider Online Reporting programs
	Slide 11: Administrator registers organization in Availity for Provider Online Reporting programs (cont.)
	Slide 12: Administrator registers organization in Availity for Provider Online Reporting programs (cont.)
	Slide 13: Administrator registers organization in Availity for Provider Online Reporting programs (cont.)
	Slide 14: Administrator registers organization in Availity for Provider Online Reporting programs (cont.)
	Slide 15: Administrator registers organization in Availity for Provider Online Reporting programs (cont.)
	Slide 16: Adding a new user
	Slide 17: Editing existing user roles
	Slide 18: After assigning user roles
	Slide 19: Access Provider Online Reporting
	Slide 20: Access Provider Online Reporting (cont.)
	Slide 21: Administrator: Register and set up new user in Provider Online Reporting
	Slide 22: Administrator: Register and set up new user in  Provider Online Reporting
	Slide 23: Administrator: Register and set up new user in  Provider Online Reporting (cont.)
	Slide 24: Administrator: Register and set up new user in  Provider Online Reporting (cont.)
	Slide 25: Administrator: Register and set up new user in  Provider Online Reporting (cont.)
	Slide 26: Administrator: Register and set up new user in  Provider Online Reporting (cont.)
	Slide 27: Administrator: Register and set up new user in  Provider Online Reporting (cont.)
	Slide 28: Administrator: Register and set up new user in  Provider Online Reporting (cont.)
	Slide 29: Administrator: Register and set up new user in  Provider Online Reporting (cont.)
	Slide 30: Administrator: Register and set up new user in  Provider Online Reporting (cont.)
	Slide 31: Administrator: Register and set up new user in  Provider Online Reporting (cont.)
	Slide 32: Provider Online Reporting overview
	Slide 33: Navigation
	Slide 34: Programs
	Slide 35: Report search
	Slide 36: Contact us
	Slide 37: Notifications and helpful links
	Slide 38: Help resources
	Slide 39

