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CONTACT NAMES AND NUMBERS 
 
1.  For connectivity or communication problems, call or e-mail the Corporate Support 

Center at 205 220-6134 (6:00 a.m. – 5:30 p.m.) SupportCenter@bcbsal.org 
 
2.  For other questions or problems 

• System Status is available as a streamer on the website. (www.bcbsal.com)  
• Contact your Electronic Data Interchange (EDI) Services Representative at 205 

220-6899. 
 

HARDWARE REQUIREMENTS 
 
Minimum Browser Requirements 
Netscape or Internet Explorer 4.0 or higher 
 
Minimum Hardware Requirements (for best results)  
Screen Resolution: 640 x 480 
Internet connection with at least 28,800 bps 
 

HELPFUL HINTS 
 

1. If your PC is inactive for more than 15 minutes, the application will “time out”. You 
will need to close and restart your browser or if you have previously “bookmarked” 
your ProviderAccess sign in page, you may use your “Favorites” or “Bookmark” to 
access the Sign In page directly. If you were keying a claim, any information not 
previously saved will be lost.  

 
2. Use the “tab” key (not the “Enter” key) when navigating through a screen, however, 

don’t forget to select the “Next” button to save your data prior to leaving the screen. 
 

3. Do not use the “back” button on your PC while accessing ProviderAccess 
 
4. To select a field using a mouse: 

• Move the mouse pointer to the information to be selected 
• Depress or “click” the left mouse button once 
• The item is selected if the information you choose is highlighted by color/shading 

 
5. To select a field without using a mouse: 

• Use the “Tab” key to move the cursor to the item you would like to select 
• The item is selected if the information you choose is highlighted by color/shading 

 
6. To select a button, choose one of the following: 

• Move the mouse pointer to the button and depress the left mouse button once or 
• Press the “Tab” key until the dotted line appears around the word and then press the 

“Enter” button 
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Easy Steps to Individual User ID  
for accessing ProviderAccess 

 
www.bcbsal.com 

 
Click on “I am a Provider” on the Blue Cross and Blue Shield of Alabama home page. 
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Then, click “Register for online access for an Individual User ID”. 
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Choose the Registration Type; either Health Care Provider/Supplier or Pharmacy. 
 

 
 
Step 1 of 5:  Enter the Payee NPI and Tax ID and click “Find Locations.”  You can also 
enter the Individual NPI if you would like to narrow the search.  

 
The Provider Data department at Blue Cross must have your NPI numbers on record 
before this sign-in option can be used. 
 

 
 
On the right side of the screen the locations registered to that NPI number will be 
displayed.  These locations and payees are based on what information Blue Cross and 
Blue Shield of Alabama has in the system.  Press “Add Locations” to continue.   
 
Note:  If you have multiple providers in the practice, and the Payee NPI and 
Individual NPI are the same you will need to enter each NPI number and Tax ID 
and click “Find Locations”.  Once the location(s) is found, click “Add Locations” 
again to continue to add all of the providers to your Individual User ID. 
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Please note that the location(s) will be defaulted with a check mark to the left of the NPI.  
If you do not want to select a specific location click in the box to erase the check mark 
before selecting “Add Locations.” 
 

 
 
Locations that are already registered will show up on the list but will say “location 
already registered”.  If you need access to a location that is already registered please call 
EDI Services at 205 220-6899. 
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Your location and payee information will be displayed at the bottom of the screen.  Press 
“Continue” to go to Step 2 of 5.   
 

 

 
 
You may remove access to specific location(s) or payee(s), however, please be aware that 
this will remove access to all information available for those entities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ProviderAccess Individual User ID User Manual Rev. May 2008                                                                                      Page 8 of 23 

Step 2 of 5: Enter your contact information.  All fields with an asterisk (*) are required.  
Press “Save and Continue” when finished.    
 

 
 
 
 
Note!  It is extremely important for you to carefully type a valid e-mail address.  An e-
mail will be generated back to this address to notify you of the User ID status once it has 
been validated and changed to active.   
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Step 3 of 5:  The box is auto checked for your convenience and allows you to file claims 
through our web site via eClaims. Press “Save and Continue.”   
 

 
 
 
Note:  Even if you utilize the services of a software vendor, you may want to consider 
using eClaims to key in your secondary and corrected claims if your current software 
does not offer that ability. 
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Step 4 of 5: Create your Individual User ID and Password along with a reminder phrase 
and press “Save and Continue”.  
 

 
 
Note:  The reminder phrase should be a hint to help you remember your password and is 
required.  
 
 
 
Step 5 of 5: Review the data you entered carefully.  If you realize corrections or 
additions need to be made, click the “Previous” button to go to the page that needs the 
update.  If no changes are needed click “Submit Application”. 
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Once you submit your application, an automatic e-mail confirming your registration 
request will be sent to your e-mail address. Blue Cross will then review the application 
and authenticate the data before activating your user ID. Once that has been completed 
another notification will be sent to your e-mail address and the link for logging into 
ProviderAccess will be included. 
 

 
 
Along with using the link you receive through the e-mail confirmation, you may also 
select the “I am a Provider” link from our home page and then select “Sign In as an 
Individual User” just as you did in steps 2 and 3 but instead of clicking the “Register for 
On Line Access” you will key in your new Individual User ID and password. 
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Once you have logged in you will see the three following functions:   
Provider Functions, Payee Functions, and User Administration. User Administration 
is the function you will use to add employee user accounts and customize what functions 
each employee will have.  
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Once you access “User Administration”, you can add new users.  Click on add new user.   
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Create a unique user ID and password for each of your staff that needs access to this 
information.  After creating a User ID and password click on “Create User.” 
 
Note:  The reminder phrase should be a hint to help you remember your password and is 
required.  
 
Once you click on “Create User” you will be able to add the name, telephone and 
e-mail address for that user.  The address, city, state, zip and “Active” Status are 
defaulted to your information but can be changed if the employee is located elsewhere.  
Save the information you have entered by selecting “Update User Information.” 
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Click “Add New User” if you need to add another user or select “Return to User List” to 
customize that users access.    
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After clicking on “Return to User List”, click on “Edit Locations”. Changing User 
Access:  From the “User List” click on “Edit Locations” to give permissions for menu 
items in ProviderAccess and what locations the user will access.  Location based menu 
items are Eligibility and Benefits, Summary Plan Description, Claims Entry, Audit 
Reports, Claim Status, Fee Schedules, etc.   
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The User will have access to only one location.  The administrator will have to click 
“ADD” to add any additional locations or go to page 20 and follow the instructions on 
how to “Manage Unassigned Locations”.  
 
Once all locations have been granted, the administrator can add or remove specific 
functionality for that User ID.  To give access to a location click “Add” and to not give 
access to a location click “Delete”. Use the drop down box to give or take away from the 
user the same permissions for all locations. For example, if the user is also an 
administrator choose “Administration (Location)” from the drop down box and click 
“Add to All”.  If you need to give access for a specific location you can click the check 
box for the functionality the user needs.  
 
 

 

 
 
 

To edit 
Payee access 
from this 
screen click 
on to “Edit 
Payees” 
selection at 
top right.  
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The “Edit Payee” screen is used to give users access to payee information, such as remits, 
refund billing and to set up users as an administrators.  To not give access to a payee, 
click “Delete” or to give access to a payee click “Add”. Use the drop down box to give or 
take away from the user the same permissions for all payees. For example, if the user is 
also an administrator choose “Administration (Payee)” from the drop down box and click 
“Add to All”.  If you need to give access for a specific payee you can click the check box 
for the functionality the user needs.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To edit the 
users 
information 
or reset the 
password 
click “Edit 
User”. 
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Changing User Status:  The “Edit User” option lets you edit information about the user 
and to change the user status from active to inactive if needed.   
 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To return to 
the user list 
click 
“Return to 
User List”.  
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User List: From the user list you can manage each users locations and payees. In the gray 
box in the top right hand corner, you can go to the ProviderAccess main menu, add a new 
user or Request more NPI’s or add additional locations.  
 
To edit one user’s profile, click the User ID link. To edit one user’s locations click the 
“Location” link or to edit one user’s payee’s click the “Payee” link.  
 
To edit unassigned locations:  check all the user ID’s you’d like to give permissions to 
then click “Manage Unassigned Locations”. If you need to give all users unassigned 
locations then click the box in the blue bar beside User ID.  
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To “Manage Unassigned Locations” choose the User ID (s) then click “Manage 
Unassigned Locations”  
 
Note: The number of User ID’s that were chosen is highlighted in blue.  
 
Select which location(s) to give to the User ID(s) selected or to choose all click the 
“Select All Locations” button in the blue bar and then click the “Submit Locations” 
button.  To give the selected User ID(s) Administrative permissions then click the check 
box in the blue bar labeled “Admin”.    
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Once the unassigned locations has been updated the following screen returns to let you 
know no unassigned locations have been found, or that the update is complete.  
 

 
To Manage Unassigned Payees, click on the link found in the gray box in the top right 
corner “Return to User List”.  
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To edit unassigned payees:  check all the user ID’s you’d like to give permissions then 
click “Manage Unassigned Payees”. If you need to give all users unassigned payees then 
click the box in the blue bar beside User ID.  
 
 
 
 

 
 
Once the unassigned payees have been updated, the following screen returns to let you 
know no unassigned payees have been found, or that the update is complete.  
 
 

 


