
Registering Your Organization with Availity  
For Providers 

Overview 
The Availity registration process includes four distinct paths 
customized by organization type: 
 
 Provider – Physician offices, hospitals, urgent care centers, etc. 

 Billing Service – An outside organization to which a provider 
delegates its billing tasks. Central billing offices (CBOs), as part 
of a provider organization, should follow the Provider path. 

 Technology Company – Clearinghouses, vendors of practice 
management systems, electronic medical records, etc. 

 Health Plan – Payers and third-party administrators 

This  quick reference guide covers the registration path for 
providers. 
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Accessing Availity Registration 

Follow these steps: 

1. With your browser, go to www.availity.com. 

2. On the Availity home page, click Register now. 

3. On the page that displays, click Start Registration. 

The start page for Availity registration displays.  
 
An intuitive interface guides you through the registration process, 
and includes a progress bar to show you where you are within the 
process at all times. 

http://www.availity.com/�


Tell Us About Yourself 

The first step in the registration is Tell Us About Yourself. This includes: 

 Tell us about yourself – In this section enter information about 
yourself, the applicant. A few things to note: 

● If you are an existing Availity user, click Yes to the question 
Do you have an Availity account? and search for your 
existing user ID. We recommend using the same Availity  
user ID across organizations.  

● You must provide a non-shared e-mail address that is 
unique to your user ID. This can be from a personal account 
or one that is provided by your company. 

● If you are not an existing Availity user, you must create a 
unique Availity user ID. The system will prompt you if the user 
ID you enter is already in use. 

 Tell us about your organization – In this section, enter 
information about the organization your are registering. 

● Select Provider in the My organization is a field.  

● Enter your organization  name, tax ID, NPI, and provider 
type (for example, physician practice, hospital, laboratory, 
pharmacy, etc.). 

● NPI is optional on this page. However we recommend that 
you enter it here because you will need it later in the 
registration process—unless your organization is a non-
health care provider that is not eligible to obtain an NPI. 

● Do not select School in the Provider Type field. This is 
reserved for Availity training organizations. 
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Providers who do not yet have an NPI 
can apply for one at the National Plan 
and Provider Enumeration System 
(NPPES) website:  
 
https://nppes.cms.hhs.gov/ 
 
The site also includes a search function 
that allows you to search for a provider’s 
existing NPI. 

A 

https://nppes.cms.hhs.gov/�


Tell Us About Yourself (cont.) 

When you click Next on the Tell Us About Yourself page, the 
Your Organization Information page displays pre-populated 
with the information you have already entered. Complete the 
additional fields for your organization.  

 Do NOT select the NPI is not required for this organization 
check box unless your organization is a non-health care 
provider that is not eligible to obtain an NPI. 

 If your billing address if different than your physical address, 
be sure to clear the Billing address is the same as physical 
address check box and enter your billing address in the 
fields that display. 

 If your organization is contracted to do  business with payers 
in states other than your physical address state, select the 
My organization does business in more than one region 
check box, and select the appropriate regions. 

Note: Before displaying the Your Organization Information page, Availity 
performs a search of its database to determine if your organization is 
already registered. If the system finds a possible match, a search results 
page displays. Review the results to determine if your organization is listed.  

● If your organization is not listed, click I don’t see my organization.  

● I f your organization is listed , select your organization and click Next. A 
message displays advising you to log in to the Availity portal to make 
any changes to the existing organization account. The registration 
process stops here. 
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Questions? 
If you have questions during registration, and see a  
Chat Live Now button in the upper right corner of the page,  
you can click the button to start a live chat with an Availity 
Client Services representative. 

 

 



Select Your Administrators 

On the Select Your Administrators page, enter information for the 
person or persons who will be responsible for administering Availity 
within your organization: 
 
 Primary Controlling Authority (PCA) – A person who is legally 

entrusted to sign documents for the organization. This person 
does not need an Availity user account. 

 
 Primary Access Administrator (PAA) – A person who will be 

primarily responsible for granting Availity access to users and 
maintaining the organization account. This person must have 
an active Availity user account. 
 

If you will be the PCA or PAA, you do not have to re-enter your 
personal information. The system will carry forward the information 
from the Tell Us About Yourself page. 
 
If you will not be the PCA or PAA, you must enter information for 
the person or persons who will be performing those roles.  
 
Note: If the PAA is an existing Availity user, be sure to search for his 
or her existing  user ID, rather than creating a new one. 
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Review and Submit Your Registration 

On the Review Your Registration Information page, you can do 
any of the following: 
 
 Review and edit the information you entered for the 

organization. 
 
Note: You cannot change the organization type at this stage 
in the registration process without losing all the information 
entered on the Your Organization Information and Select  
Your Administrators pages. 

 
 Review and edit the information you entered for the PCA  

and PAA. 

 Print the page. 

Once you are satisfied with the information you have entered, 
click Submit Registration. 

  
 

Need Additional Help? 
For additional help with registration, contact Availity Client 
Services at 1.800.AVAILITY (282.4548). 
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Next Steps 

On the Next Steps page, you receive an application ID and 
instructions on what steps to take next:  
 
 Print the registration documents, which include: 

● Availity Application – The application is customized with 
the information you entered online, and includes the 
Availity user ID of the PAA. 

● Business Associate Trading Partner Agreement (BAA) – The 
BAA defines the responsibilities of both parties with regards 
to exchanging or accessing data including protected 
health information (PHI). Availity recommends but does not 
require providers to complete this agreement. 

 The PCA must sign and date the completed application (and 
BAA, if applicable).  

● Another person, not otherwise named on the application, 
must witness the PCA signature and sign and date the 
application as well.  

● The dates of the PCA and the witness must match.  

 Fax or mail the completed, signed application to Availity to 
complete the registration process (and all five pages of BAA, if 
applicable, not just the signature page). 

 Look for the following e-mail messages from Availity: 

● Thank You for Registering – Sent to the PAA and PCA; 
includes electronic versions of the registration documents 
as attachments. 

● Welcome to Availity – Sent to the PAA once Availity has 
approved the registration (3-5 business days); includes the 
temporary password for the PAA and links to getting 
started documents. 
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