
Guide to Filing A Covered Lives Report using the 
AVAP Assessment Self-Reporting System at

www.AKVaccine.org.



Navigate to: www.AKVaccine.org

Select the “For Payers” Tab

STEP ONE



Click on the “Assessment Self-Reporting 
System” link.

STEP TWO



Log into the AVAP system using your FEIN 
number & entering your password. 

If you have not already registered, use the 
New Users box.*

* A PowerPoint guide to registering is 
posted on the website under the “For 
Payers” tab.

STEP THREE



Once logged in, you will be directed to an informational page.

Scroll down to “Continue to Assessment” to file your Covered 
Lives Report. 

STEP FOUR



On the next three screens, verify your 
company’s information that you input 
when registering. 

To continue, click “next” at the 
bottom of each screen.

STEP FIVE



STEP SIX

The “Reporting Period Summary” will display 
all previous reports filed under your 
company’s  FEIN.*

*For the first report, due November 15, 2014, you should have no 
report history. 

To file your Covered Lives Report, select the 
“2014 Q3 (Jul-Sep)”* choice. 

*You may also select “Training” from the dropdown box to practice 
using our system without submitting data. 

Select “Next” to continue to the Assessment 
Worksheet page. 



STEP SEVEN

Enter the number of “Adult” and “Child” 
lives your company covers for the 
respective months, in boxes shown. 

Note: there will be no assessment 
associated with the November 15, 2014 
Report.  Thus, the Total Assessment Due 
will show “$0.00.”



STEP EIGHT

Please answer the additional 
questions, after verifying the data 
you input is correct.*

*You may change the information you 
provided by clicking the “Back” button. 

If you answer “No” to either of the 
additional questions, kindly explain 
in the text box provided. 



STEP NINE

The “Summary” page allows you to double 
check the information you are submitting. 

Click “Submit & Print” to complete and 
submit your Covered Lives Report.



STEP TEN

Congratulations! You have 
successfully submitted a 
Covered Lives Report. 

This page may be printed and 
saved for your records. 

The information at the 
bottom of the page states 
where to send payments, 
when appropriate.*

Please include the Reference 
Number with your payments. 
*The first assessment payment is due 
February 15, 2015. 
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