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Welcome to the Availity Portal

Overview and highlights



Availity overview

Use the Availity Portal to get the tools and real-time information exchange
you need to drive measurable and meaningful organizational
improvements and enjoy the vitality of a healthy business. Best of all,
health care providers can use a single login to access multiple health pIan

providers at no cost. l N
aility helps ~
. healthcare get better.
Availity helps you: A e e V-
Improve: Reduce:
e Administrative efficiency e Administrative costs
* Payments and collections * Revenue cycle complexities
* Regulatory compliance * Abrasion between plans and providers
Summit
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Registering to use Availity

 When you log in for the first time, Availity prompts you to:

* Go to https://www.availity.com
and select REGISTER. l

A .
é Availity
es endors Abo s A

Business Challenges Products Resource: V rs About Us

» After your registration is finished,
you can log in to verify patient
eligibility and benefits, submit
claims, track remittances, and
more.

@ Need help with registration? Right select and
Watch a quick demo. open the hyperlink.

* Accept privacy and security
statements.
Accept a confidentiality
agreement.

* Create a new password:

* It’s important you don’t share
your user ID or password with
others.

* Verify your email address.

After you complete the steps above,
you’ll receive a verification email.
Select the link in the email to
complete registration.
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https://www.availity.com/
https://apps.availity.com/availity/Demos/REC_AvailityWebPortal_OrganizationRegistration/index.html
https://apps.availity.com/availity/Demos/REC_AvailityWebPortal_OrganizationRegistration/index.html

Availity navigation basics
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Top navigation highlights

* Use persistent top navigation options to search (a), manage favorites (b),
and access help, training and support options (c).

(b

< My Favorites

\A] Availity # Home A Notifications (4

Patient Registration Claims & Payments My Providers Reporting

n Notification Center

My Top Applications

Eligibility and Benefits
Inquiry

Medical Attachments

News and Announcements

More

9/5/2017 11:26 am

9/4/2017 2:00 am

Take Action 3
9/3/2017 7:13 pm

Take Action [
Showing 3 of 4 ERVISPA]

Professional Claim Authorizations & Referrals

© Help & Training

My Account Dashboard

My Account

My Administrators

Maintain User

Add User

Maintain Organization

'How To' Guide for Dental Providers
Enroliments Center

@ Sandra's Account

Sign up for Patient
Payments today

$150 Activation Bonus

New merchant account only.
Other c s apply.

Question of The Week

How many authorizations/precertifications do you submit per week?

a Logcb

v
=9
A

Sandra Strawberry
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SEARCH INCLUDES:

- Availity Home Page

- ICD-10 Procedure and

© Help & Training @ Sandra's Account

* Type keywords in the Search window to locate items on the home page,
across applications and in Payer Spaces. Select an item to quickly jump
to it. Select a heart icon to mark an item as a favorite.

* The search results also include ICD-10 procedure and diagnosis codes.
Select the copy icon to copy a code to your computer’s clipboard.

© Help & Training e Sandra's Account

remittance

Top Hit - Application

Remittance Viewer

Bl Remittance Viewer
Applications

M Remittance Review

wes, ReEmittance Inquiry

&0 view, print, or save a copy of your Remittance Advice

Remittance Inquiry

™" View, print, or save a copy of your Remittance Advice

Resources

_~ Remittance Viewer Help

= Use the tips in this fiyer as a resource when viewing electronic re

wem  Remittance Inquiry Reference Guide
oy

Top Hit - Application

Eligibility and Benefits Inquiry v
Eligibility and Benefits Inquiry

Resource

_ N Eligibility Help w)
| = Use the information in this flyer as a resource when accessing pat...

‘ ICD-10-CM Diagnosis Codes

| Q rez -
| Religious institution as place

@ Z7181 &
Spiritual or religious counseling v
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My Favorites

* Select My Favorites (a) to quickly access and manage tools you have
marked as favorites.
* To mark a favorite tool, select the heart icon (b).

¥ Home A Notifications (4 2 My Favorites
Claims & Payments v My Providers Reporting Payer Spaces
Claim Status & Payments Claims Manage File Transfers Patient Payments ' Ac
b t
< Nel Claim Status Inquiry L J Professional Claim [wl F0i ?ﬁg_j and Receive EDI O e Collect Payment AcC
< My Favorites ~ Ad
intail
O el Claim Status (New) (v Facility Claim < WY File Restore QO B&§ Pre-Authorization Forms 4 Us
£ Mana y Favorites intai
< V8 Remittance Viewer > Mol Dental Claim o EDI Reporting ¢ No S Card on File A
H Eligibiiity and Benefts Inquiry iliati Applications Resources News and Announcemenis
o . Claim Reconciliation I} m Medical Attachmen ppi W
Tool
(ol Professional Claim . .
Itk m P @ Clear Claim Connection O Fee Schedule
ied 1 Research procedure code edits and receive edit Retrieve contracted price information for the
rationale. patient services you perform.

Remittance Inquiry

th t¢ 1 subn| b

(he I e Remittance Inquiry uarte

< Patient360 ¥ Remittance Inquiry
Access member-centric clinical and case View, print, or save a copy of your Remittance
management data. Advice.
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Help & Training

Select Help & Training and then select:

o
* Find Hel
In elp.
H A
L G et Tra I n ed o '2? Availity # Home A Notifications | 4 @ My Favorites © Help & Training ~ @ Sandra's Account a8 Logout
" Ietrati ims ) i Find Help I
Patient Registration Claims & Payments My Providers Reporting ~ Payer Spaces More Searc
[ ] h I d Get Trained
Search Knowledge. R
'l Notification Center My Support Tickets  Npoard
° My Learning Plan ‘
i M S t T k t 8152017 11:26 am ¢ AOMINISTTators -~
Uupport 11CKets. A
_ Maintain User K\.
- Add User
Maintain Qrganization Sandra Strawberry
[ J

[ ]
My Learning Plan
* ~ T _ Providers
Mare = Enroliments Center

9/3/2017 7:13 pm

= Sign up for Patient
Showing 3 or 4 Payments today

My Top Applications

$150 Activation Bonus
MA P C A& R New merchant account only,

Other conditions apply.

Eligibility and Medical Professional Authorizations & v

Benefits Inquiry Attachments Claim Referrals

COMMUNITY CARE




Get Trained

* When you select Help & Training | Get
Trained, the Availity Learning Center
(ALC) opens in a new browser tab and R ey |
you’ll land in the Catalog. >

¢

* Click the list for other options,
including:

* Dashboard: access your courses

* Resources: access PDFs, tours and
URLs to additional resources

e Catalog: search by keyword or
category to enroll for free training

* Store: search by keyword or
category to add health care
education courses to your cart

@& Dashboard

B Resources

= Store

I Catalog

‘_Summit
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My Learning Plan — set it up

 Select Help & Training | My Learning Plan, and you’ll land on a
tool that displays on top of your My Account page (a).

* To customize your learning plan, select options and select Save (b).

a b

Let's Get Started Customizing Your Learning Plan! Let's Get Started Customizing Your Learning Plan!
lect al the tooks you'e interested hen click the SAVE bulton 10 find out v our Availity Lear click the SAVE bution 10 find out what trainin our Availty Learning tear
nmends for you nds for you
ACCOUNT Account Provider Data wess Entry Enroliments ACCOUNT Account Provider Data Express Entry Enrotments
ADMINISTRATION administration Management ADMINISTRATION administration Management
(F0M) (FOM)

ONBOARDING, PAYER- Onboarding for Onboarding for Payer.specific Healthcare ONBOARDING, PAYER- Onboarding for Onboarding for Payer-specific Healthcare.
SPECIFICS, AND new users new toos education SPECIFICS, AND new users new tooks education
HEALTHCARE administrators HEALTHCARE agministrators.
EDUCATION EDUCATION
PATIENT Authorizations Efgibility and Patient care Cost estimator PATIENT Authorizations Egitilty and Patient care Cost estimator
REGISTRATION and referrals benefis summary tools REGISTRATION ana referrals benefis summary
CLAIMS Claim Claim status and Aftachments CLAIMS Claim Claim status and Attachments.

submission follow-up. submission follow-up
PAYMENTS Remitance tools Patient PAYMENTS Remitance tooks Patient

payments payments
RISK AND QUALITY Risk and quaity RISK AND QUALITY Risk and quality
tools tools

ELECTRONIC DATA EDI and ELECTRONIC DATA EDI and
INTERCHANGE (EDI) clearinghouse INTERCHANGE (EDI) clearinghouse

solutions solutions

Summit
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My Learning Plan — use it

* Select topics in the My Learning Plan section (a) on your Account page to
display more information in a new browser window (b).

* In a topic, choose a hyperlink to go straight to a related course in the
ALC.

© Help & Traning & Logout

D My F:

9 Availity # Home A Notifcat

Patient Registration Claims & Payments Wy Providers Reporting

My Account

ELIGIBILITY AND BENEFITS

About Me My Business

» P
@ = il et traine
" & | v O Customer D Get trained

My Avatar My Password and My Administrators My info ik « Click Help & Training | Get Trained at the top of the Availity Portal. Search by keywords (E&B or eligibility).
Sk SEEbeY - Click the link(s) below to jump o training options in the Availity Leaming Center. Important: You must be logged in to the Availity Portal to
Regons use the link(s).
igibility and Benefits Inquiry - Training Demo
My Training My Enroliments My Team

Use the tools

Take your Availity leaming 10 the next level with the Availty Essalgents Center

My Tickets e a Teket

«  Click Patient Registration | Eligibility and Benefits Inquiry at the top of the Availity Portal

plimentary & Fremium Traming

- HIPAA Training Courses Save time
+ We've embedded on-demand learning options on the New Request page. You can watch a quick demo and elick question mark icons next to
some fields.

More & Get Started

Check out tabs in the response results

My Learning Plan
+ When viewing an eligibility and benefits (E&B) response, be sure to explore any buttons and links that display beside the payer's logo. What
Quick Referance Topics pca Tosics you'l find there depends on the payer's response and your permissions.

. « Tosetup providers in express entry for use in eligibity and benefits requests, click My Providers | Express Entry at the top of the Availty
Portal

Exgibity and ben

My Providers

Summit
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Menu options

* Use persistent top navigation to use menu options.

2% Availit lome otifications 4 ly Favorites elp & Training andra's Accoun Logout
%9 v # H A Notifi < My Favorit @ Help & Training Sandra's A t & Log

Reporting Payer Spaces

My Account Dashboard

Patient Registration Claims & Payments My Providers

n Notification Center
My Account
9/5/2017 11:26 am My Administrators R'J
- Maintain User V4N
= Add User ,
Maintain Organization Sandra Strawberry
9/412017 2.00 am 'How To' Guide for Dental Providers

~ Enroliments Center
Take Action [l

9/3/2017 7:13 pm

- = . o
= Sign up for Patient

Showing 3of 4 Payments today
My Top Applications
Activati
MA PC A&R New merchant account only.
Other conditions apply.
Eligibility and Benefits Medical Attachments Professional Claim Authorizations & Referrals

Inquiry
Question of The Week

How many authorizations/precertifications do you submit per week?

News and Announcements

Summi
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Payer Spaces

A closer look at where you go to find tools

b cSo thmeAIRE




Payer Spaces

% Availit ome otifications (3 My Favorites entucky el raining
% y # Hi Notificat < My F: Kentucky © Help&Ti 9

Patient Registration Claims & Payments My Providers Reporting Payer Spaces
—

You will see welcome
message and brand here

Applications Resources News and Announcements §)) Sotby AZ ~
© Claims Status Listing © Clear Claim Connection O Education and Reference Center
Retrieve a list and status of the claims you've Research procedure code edits and receive edit Locate important policies, forms and
submitted rationale educational resources
Q Patient360 © Precertification Look Up Tool
Access member-centric clinical and case Check if preauthorization is required for your

management data Medicaid or Medicare patients

‘_Summit
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How to access Payer Spaces

» Select Payer Spaces, located on the right side of the top menu bar in
Availity.

* Choose the Summit Community Care tile from the drop down menu.

I Account

Payer Spaces ~

b <§ thmeAIRE
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Payer Spaces landing page

* Availity administrators and assistants can assign roles to users
needing access to the applications.

Menu options:
| » Applications
®| « Resources

*  News and Announcements )

You will see welcome
message and brand here

Applications Resource News and Announcements € Sortby AZ ~
< Claims Status Listing © Clear Claim Connection O Education and Reference Center
submited

¥ Patient360 @ Precertification Look Up Tool

‘_Summit
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Remittance inquiry — details

* Remit images are available for most Summit Community Care
members.

* Images can be saved to the user’s computer or printed.
* You can view past remittances back 15 months.

e Access to view online remittances is associated with the roles of
claims or claim status.

‘_Summit
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Education and Reference Center application

* The Education and Reference Center is where you can locate
important forms, policies and educational resources.

* Here you can view categories that may include Administrative
Support, Clinical Resources, and Communication & Education.

* Provider users don’t need a role assignment in Availity to access
the Education and Reference Center.

‘_Summit
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Education and Reference Center

* You may select from the highlighted links for the listing of
additional documents.

Education and Reference Center

Home

I llllllllllllllll pport I I Clinical Resources I Icommumcanon & Education I _

‘_Summit
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Clear Claim Connection™

* The Clear Claim Connection is a tool for evaluating clinical coding
information.

* It provides information according to the claim editing system logic
on the date of the provider’s inquiry.

* Providers must review and accept the terms and condition of use
prior to review of data.

‘_Summit
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Clear Claim Connection (cont.)

* Select Applications, then select Clear Claim Connection to open.

You will see welcome
message and brand here

of the claims you've

management data

© Clear Claim Connection
Research procedure code edits and receive edit

O Precertification Look Up Tool

ocate important policies

educational resources

Sortby AZ ~

O Education and Reference Center

forms and

21
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Clear Claim Connection (Cont.)

* Make a selection for the
Organization, Tax ID and
Line of Business drop
downs.

—

Clear Claim Connection

Organization @

Select an Organization

Tax 1D @
Selecta Tax ID

Line Of Business

Select a Line of Business

» Terms Of Use

= <§ NHﬂmT!(TC‘AIRE

‘_Summit
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Clear Claim Connection (cont.)

Clear Claim Connection™ Disclaimer:

1. Clear Claim Connection is intended as a tool for evaluating clinical coding information and
is not a guarantee of a member eligibility or claim payment. Clear Claim Connection will
provide information according to the claim editing system logic in place on the date of the
provider's inquiry. Clear Claim Connection is not date sensitive for the claim date of
service.

2. For additional information, including claim specific information, please contact your local
Customer Service Representative.

Clear Claim Connection™ Terms and Conditions

1. Customer discloses its code auditing rules and associated clinical rationale to Providers
via an internet-accessible software tool (the "Software”) licensed from McKesson

lmafrrmnntinn Calidiane M s amea! "M Miantamnar moemandae Aennne o bt Cafharmrn 40

u SClSCtACCERE (O

continue.

» Terms Of Use

‘_Summit
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Clear Claim Connection (cont.)

=

Summit
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Clear Claim Connection™

McKesson Edit Development About Help Logoff

Claim Entry
Gender: Male Female Specialty:
Date of Birth: | | /] |/] | (mmsddryyyy)
Member State: Indiana (IN) v
Provider State: Kentucky (KY) v
ICD Code Set: ICD-09 v

DX 1 DX 2 DX 3 DX 4 DX 5

Click grid to enter information.

through Date of Service and Place of Service will give you the same defaults.

Line| Procedure Mod 1 Mod 2 Mod 3 Mod 4 Date of Service Place of Service

|l I | N | ||| - select - v
2 || N N | N | ||| -- select - v
2 | N N | N | || - select - v
4 || N N | N | || - select - v
s || N N | N || || |- select - v

Add More Procedures >>

| Review Claim Audit Results || Clear |

* For guick entry, use your Down Arrow key after you enter a Procedure Code. Date of Service will default to today's date, and Place of Service will default to 11 (Office). Tabbing

24

b
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Clear Claim Connection (cont.)

Clear Claim Connection”

McKesson Edit Development

Claim Audit Results

Gender:

Date of Birth:
Member State:
Provider State:
ICD Code Set:

DX 1 DX 2 DX 3 DX 4 DX 5

Click on recommendation of "Disallow” or "Review" to obtain clinical edit clarification.

Line|Procedure Description Mod 1[Mod 2|Mod 3|Mod 4|Date of Service|Place of ServicelPayment RVU|Pay % Recommend
i 959212 OFFICE/OUTPATIENT VISIT EST 5/3/2018 (O:!rh];:e) 1.24 100 Allow

New Claim || Current Claim

The results displayed do not guarantee how the claim will be processed.

‘_Summit
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Patient360

You will see welcome

message and brand here

Q Claims Status Listing

Retrieve a list a
submitted

O Patient360

management data

© Clear Claim Connection

Research procedure code edits and receive edit

ationale

O Precertification Look Up Tool

Sotby| AZ ~

© Education and Reference Center

26

* You can access
Patient360
through Payer
Spaces.

e Select
Applications, then
select Patient360

to open.
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Patient360 (cont.)

» Patient360 is a read-only dashboard that gives instant access to
detailed member information including:

* Demographic information.

* Care summaries.

Claims details.

Authorization details.

Pharmacy information.

Care management related activities.

‘_Summit
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Patient360 (cont.)

Choose the bestoption:  ® This user needs a new set of roles.
This user needs the same set of roles as an existing user.

* To assign a user I T

access to Patient360, 7 sevaron
the ro I e assign m e nt Authorization and Referral Inquiry More Info

Authorization and Referral Request More Info

L o L
is under Clinical
Claims Iiore Info
‘ i Oles . Code Edit Simulator ore Info
EDI Management More Info

L] L] L]

® Ava | I |ty Pat | e nt3 60 Eligibility and Benefits More Info

Express Entry Iore Info

role assighnment:
e Add User e
( n eW u S e r Set u p) Provider Data Management Iore Info

Provider Fee Schedule More Info
L4 [ ]
[ ] IVI a I nta I n U Se r‘ Provider Online Reporting More Info
eferral Coordinator ore Info
Referral C i Iiore Inf:

(editing user
roles) o

More Info

‘_Summit
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Patient360 (cont.)

Patient360

To access Payer Spaces:

Organization @

* Complete all fields.
(@)

* |f the Availity administrator loaded NPI
in Express Entry, select from the drop
e 1D exacly s i appears on members d car down. If not, type the NPl in the field (a).

Patient First Name

* To continue, scroll down and select your

response to the Service Terms and
Conditions (b).

Access, use, or disclosure of information related to certain sensitive medical services is strictly
limited by federal and state laws. Such information may only be accessed, used, or disclosed
by Patient360 users with the authorization of the patient or for treatment purposes

Patient Date Of Birth

Patient360 Disclaimer

Patient360 Sensitive Services Terms and Conditions

By choosing to continue with sensitive information, you are certifying that you are accessing
sensitive service information with the express written authorization of the patient, or his/her

parent or guardian, or that in your professional judgment such information is needed for

treatment purposes. Please note certain information, such as substance abuse disorder ®

information is not available within Patient360 4 u m m I
‘ 1 wish to continue without Sensitive Information h

COMMUNITY CARE

® | agree to the Sensitive Services Terms and Conditions and wish to continue with Sensitive
2 9 Information




Patient360 application

Two, Testcase -

-1

[y -

Home Phor

Wiork Fhone NSA

Date Range | Oct 13, 201610 Jul 13, 217 & Update
Active Alerts Immunizations & Preventive Health
SOUrce Descriplion Type Date 5 Service
[ - aes Pagen of0 e s Hoslertsfound & @ 2 8 a s Page o of0
Inpatient Emergency Department
admit Date Drécharge D Facity Name Prmary Diag Date 5 Facihity Nama
C - = I <Y 4 s Page o o0 e s Moinpatientdata @& @ £ & « < Fage o of0
Authorizations
Auth Number Start Date < End Date Place of Service Referred To Provider

o

4 4a Pagep of0 s

»

"

Provider

. Na immumizatsons |

Primary Duagnosis

" Ho data found

Status

Mo autherzations found

Lab Results
Cate 5

-

Pharmacy
Date 5

I I

Office Visits
Date =

g rp g

8|l %

Type Value Acuity
a s PoQR O of0 w Mo lab results fou
|

Madicabion Strength Prescrber

aca Pogey of0 w s Mo pharmacy dat)

Provider Primary Diagnosis
< <4 Fage g [ s Mo office visits fig)

30
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Tips and troubleshooting
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Selecting the heart
next to a tool allows
that tool to be saved
as favorite.

—

32

You will see welcome

message and brand here

Applications

© Claims Status Listing

Retrieve a list and status of the claims you've
submitted

¥ Patient360

Access member-centric clinical and case
management data

O Clear Claim Connection

Research procedure code edits and receive edit Locate important policies, forms and

rationaie educational resources

O Precertification Look Up Tool

Check if preauthorization is required for your

fedicaid or Medicare patients

‘_Summit
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Favorites (cont.)

© Help Account

7 My Favontes Payer Spaces

From the My Favorites

drop-down box, users can

quickly and easily access the =)
tools they use most.

33

Once saved, navigate to
My Favorites on the
upper-right side of the
Availity home page.

O My Favorites v Payer Spaces

Patient360

& Manage My Favor

ites

‘_Summit
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Troubleshooting tips

 If a user is not seeing a tool they think they should, they should contact
their administrator.

* If they do not know who their administrator is, point them to the

following:
* Go to the Account section located in the navigation bar (a).

* In the About Me section, select My Administrators (b).

(b)
About Me u

a‘ & F O

G i Account a Logout

My Avatar My Password My My Info
and Security Administrators

b CSORHAmeAIRE
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