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Claims

Claims/Ready to Work/Claims with Errors

New Claim

Buttons

Correct 
Claim

Suppress 
Claim

View Claim

Claim 
Buttons

Claims/Ready to Work/Unsubmitted Claims

Unsubmitted Claims

Claim 
Buttons

Delete 
Incomplete 

Claim

Continue 
Correcting

Gives the option to add a 
new professional or 
institutional claim.

Provides the option to edit, 
save and submit the claim. 

General claim details, patient 
data, payer information and 

more can be modified.

Gives options to suppress 
for 24 Hours, 48 Hours or 

Indefinitely.

Displays a new window 
with claim details and a 
line graph. Each point 
represents the claim 

version with the date of 
correction.

Deleted claims are 
completely removed from 
the system and will have 
to be recreated.

Claims/Ready to Work/Delayed Claims

Provides the option to edit, 
save and submit the claim. 

General claim details, patient 
data, payer information and 

more can be modified.



Eligibility

Check Eligibility
Eligibility

Search 
Provider

Select 
Check 

Eligibility

Search 
Payer

Enter the 
Date 

Range

Enter the 
Patient s 

Name
Enter DOB

Select the 
Gender

Enter the  
Subscriber 

ID

Select the  
Patient s 

Relationship

Select 
Submit

Eligibility data will 
appear within 24 
hours of request.



Admin

Delete User

Select 
Delete

Add New User
Admin/Users

Select 
Invite User

Enter User 
Email

Set 
Permissions

Select 
Send 
Invite

Select View 
Only

Select 
Reports 

Only

Select Full 
Access

To select all view 
checkboxes.

To select all reports 
checkboxes.

To select all checkboxes.

Decide what permissions the 
user can view, edit or reports 

can be seen.

Remove the user or select Cancel 
Invite to remove the pending new 

user. Removing a user removes the 
ability to communicate between 

applications.

User will be emailed 
setup instructions.

Admin/Users

Add Service User*

Select 
Invite 

Service 
User

Make changes to users by 
selecting the Edit hyperlink. 
Remove users by selecting 

the Delete hyperlink. 

Admin/Internal/Service Users

Choose the 
service

Select 
Send Invite

*Removing a service user removes the ability to communicate between applications.

Trading Partner Tool

Change 
999 or 277 
responses

By selecting the 
corresponding dropdown 

menus. To change multiple, 
select the checkboxes to the 
left of the partner and select 

the Update 999 for Selected 
or Update 277 for Selected 

buttons.

Admin/Internal/Trading Partner Tool

Payer Tool

Change 
999 or 277 
responses

Select the corresponding 
drop-down menus. To change, 
select the checkboxes to the 
left of the partner and select 

the Update 999 for Selected 
or Update 277 for Selected 

buttons.

Admin/Internal/Payer Tool



Help Center Process

Axxess.com/Help

This center will provide 
step-by-step instruction 

on areas of the software, 
as well as instructional 

videos.

Help Center
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