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Provider 
Admins and 
Managers

What can we do and how do we 
do it?

● This training supplements the 

content of the Getting Started 

with AHCCCS Solutions Center 

for Providers , which covered 

onboarding steps, selecting your 

role, and requesting delegate 

access.

● Before you can perform the 

actions described in this webinar, 

you will need to set up an 

AHCCCS Solution Center Account 

and an ID.me account.

● Resources to get help are at the 

end of this presentation.



What is Changing?
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Provider Delegate Access

● Our delegate solution empowers 

providers to control who has access to 

their data and services.

● Each provider will need Authorized Users 

(Admins, Managers, & Delegates) who 

can act on their behalf. Admins and 

Managers can manage other Authorized 

Users. Delegates can act on behalf of the 

provider for specific services.

● Users will need to be approved as an 

Authorized User and for services to 

submit related forms for that provider 

(e.g., Appeals and Hearings for Banner).



Admins, Managers, and Delegates

Capability Admin Manager Delegate

Serve as provider access authority   

Can request access to specific services for a provider   

Has access to submit all forms on behalf of an approved 

provider
 

 (only for 

approved 

services)

Can view organization and user information associated with a 

provider
  

Can approve or reject Admin or Manager requests   

Can approve or reject Delegate requests   

Can assign, update, or remove user roles or approved 

services for a provider
  (only for 

Delegates)





Requesting Admin 
Access
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AHCCCS Provider Admins
● Provider Admins have full access to manage 

other provider users and their application 

access. They oversee access governance and 

confirm appropriate access controls are 

maintained.

● Provider Admins can:

○ Approve or reject access requests

○ Assign and update Manager and 

Delegate roles

○ Grant or modify application access

○ Revoke provider access

○ View all Delegate provider -related 

records, services, and users



How to Request Admin Access (1)

1. In the AHCCCS Solutions Center, click on the Providers link.

2. Click on Request New Provider Access.



How to Request Admin Access (2)

3. Enter the relevant Provider ID and select Admin as the Authorized 

User Business Role. 

Note : If the existing administrator does not act on the request within five (5) days, 
a confirmation code will be sent to APEP as a workaround. Contact your APEP 
Domain Administrator to request the APEP confirmation code for the provider.



How to Request Admin Access (3)

4. Click the I am not a robot checkbox to complete the requested Captcha (e.g., 

click on all the squares with motorcycles).

5. If desired, click on + Add Provider to submit an additional request. Different 

roles and access can be selected separately for each provider. 

6. When all requests are complete, click on Submit Request(s) to send your 

request for approval from the existing Admin.



If No Active Admin Exists

● If no Provider Admin exists for the Provider ID you entered, you will 

need to take additional steps to secure an APEP confirmation code.

● Your request will show APEP Code Needed in the list.



APEP Access Code Confirmation (1)

1. Contact your APEP Domain Administrator or log into APEP using the 

Provider and select Domain Administrator to get the APEP 

confirmation code. 

Note : Anyone with 
Domain Administrator 
access to the provider 
profile in APEP can 
access and provide the 
code. If you have APEP 
domain access for the 
provider , you may 
retrieve the code 
yourself.  



APEP Access Code Confirmation (2)

2. On the landing page in 

APEP, you or your 

Domain Administrator 

will see the request from 

the AHCCCS Solutions 

Center, including user 

name, email address, 

and the access code. 

Once you have the 

Access Code, continue 

below.



APEP Access Code Confirmation (3)

3. Navigate to the Provider 

page and My Provider 

Requests tab. Click on the 

Request Number of your 

Admin request. 

4. Enter the APEP code and click on 

Validate. 



APEP Access Code Confirmation (4)

5. After the correct APEP 

code is entered, a pop 

up will appear stating 

your permissions have 

been updated. Click Log 

Out so your account can 

be updated.

Note : You have five (5) attempts to enter the correct code; otherwise, 
your request will be cancelled, and you will need to resubmit.



Requesting Manager 
Access
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AHCCCS Provider 
Managers

● Provider Managers support provider 

operations by managing Delegate access.

● Provider Managers can:

○ Approve or reject Delegate access 

requests

○ Modify Delegate application access

○ Revoke Delegate access

○ View provider users and access details

● Provider Managers cannot manage Provider 

Administrators or other Managers.



How to Request Manager Access (1)

1. In the AHCCCS Solutions Center, click on the Providers link.

2. Click on Request New Provider Access.



How to Request Manager Access (2)

3. Enter the relevant Provider ID and select Manager as the Authorized 

User Business Role. 

Note: If you see an error that no Provider Admin exists, inform the 
provider that a Provider Admin must be established. Managers cannot 
be approved until an Admin exists in the AHCCCS Solutions Center.



How to Request Manager Access (3)
4. Click the I am not a robot checkbox to complete the requested Captcha (e.g., 

click on all the squares with motorcycles).

5. If desired, click on + Add Provider to submit an additional request. Different 

roles and access can be selected separately for each provider. 

6. When all requests are complete, click on Submit Request(s) to send your 

request for approval from the existing Admin.



Approving and 
Rejecting Requests



Approving and Rejecting Requests (1)

1. In the AHCCCS Solutions Center, click on the Providers link.

2. On the My Providers tab, click on the desired Provider ID.



Approving and Rejecting Requests (2)

3. Click on the Pending Access Requests tab



Approving and Rejecting Requests - Single

● Drill into a single record by clicking on the Request Number .

● Review the request details and click Approve or Reject .



Approving and Rejecting Requests - Bulk

● Click on the checkbox next to each record you want to approve or 

reject.

● Select Approve Selected or Reject Selected .



Managing Access



Managing Access Options

1. In the AHCCCS Solutions Center, click on the Providers link.

2. Scroll to the bottom of the page to find links to manage access.

Your options will depend on 
your approved roles.



Remove an Admin

● Submit this form with 

the details of your 

request, including the 

name of the admin, their 

email address, the 

Provider they support, 

and the reason for 

removal.

● Removal of an admin 

must be approved by 

AHCCCS.



Edit My Provider Access

● Submit this form to 

request a change in 

your own role or 

services for a 

provider, including 

full removal of your 

access.

● Requests must be 

approved by an 

Admin or Manager.



Edit My Provider Access (2)

● As an Admin or Manager, you may change your role or remove your 

access from a provider.

● If you modify your role to Delegate, you will have the option to 

update your accessible services for the indicated provider. 



Manage Access for my Authorized Users (1)

1. Select Manage access for my provider ’s authorized users.

2. The drop menu 

will display all 

providers for 

whom you are 

an admin or 

manager.

Note: There is also a 

Manage My Team ’s 

Access button on the 

profile of each 

Authorized User.



Manage Access for my Authorized Users (2)

3. Select a Provider to see a list of Authorized Users.

4. Select the user 

whose 

permissions 

you wish to 

edit. 

5. View the 

current role 

and available 

services.



Change Authorized User ’s Business Role

● Only Admins may directly change an Authorized User ’s role.

● Admins may change 

any Authorized User 

to any other role 

(Admin, Manager, or 

Delegate).



Change Authorized User ’s Accessible Services

● Admins and 

Managers can 

directly add or 

remove the 

accessible services 

for Authorized 

Users. 

● Managers may 

only modify 

services for 

Delegates.



Revoking Authorized User ’s Access

● Admins and Managers can remove all services and roles from an 

Authorized User.

● Check the box and hit Submit.



Getting Help



Getting Help: AHCCCS Solutions Center

● Scroll to the bottom of the page 

and click on It Issue?

● If possible, log in first.

● Pick the appropriate category.



AHCCCS Solutions Center User Guides and 
Supplemental Training

● User Guides, training videos, and additional materials will be available 

in the AHCCCS Solutions Center on May 4, 2026.
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