
Introduction to Availity
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How to Add Users
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Click Your Name in Upper Right Corner > Administration > 
Manage Users & Groups > Create New User 
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Viewing Claim Statuses
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Click On Claims > Claim Submission
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Shows # of 
claims with 
errors and 
approved
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Payer Mapping
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How to Map Payers: 
1.  Click Claims > Claims Payer Mapping 
2. Click action Menu (3 bars) on the right side of screen 

> select “Map Payer” 
3. Change Payer Identif ier to Name > search 
4. Select Payer 

Tip: A lot of payers wil l have the first same 5 digits
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Not sure about a payer ID? Check here:  
https://www.claim.md/payer_list.html?search=sb931 

Enter the payer id you have in Change, find that payer, then click on "More 
Info". A new window opens up and it shows other IDs that this payer may go by 

You can search 
by name or 

Identifier

https://www.claim.md/payer_list.html?search=sb931


E
ZD

E
R

M

10

In
tr

od
uc

tio
n 

to
 A

va
ili

ty Payer Mapping 

Action Menu

Ability to see 
Payers that have 

been Mapped
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El igibil i ty Checks 
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How to Check Patient Eligibility: 
1.  Click Patient Registration > Eligibil i ty & Benefits
2.  Click All Patient Requests
3. On left panel, wil l see all eligibil i ty requests
4. Click “New Request” to submit a new eligibil i ty request
5. Enter the Payer and Patient Information > click submit 
6. Click on the card on the left panel to get more information, 
such as benefits
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Green = active
Red= inactive 

Yellow = request errors
Gray = processing

Defaults to Health 
Benefit Plan, can 
change if needed

Optional, only one 
field needed
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Availity Learning Center 
https://avail ityessentialspro.learnupon.com/catalog/courses/

3267725 (payer mapping, claim status, working errors)

https://avail ityessentialspro.learnupon.com/.../details 
(eligibil i ty)

https://availityessentialspro.learnupon.com/catalog/courses/3267725
https://availityessentialspro.learnupon.com/catalog/courses/3267725
https://availityessentialspro.learnupon.com/.../details
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4850 Tamiami Trail N, Suite 301, Naples, FL 34103 ezderm.comtechsupport@ezderm.com

http://ezderm.com
mailto:techsupport@ezderm.com

