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Lab Payors Tip Sheet 

 

Purpose of this Tip Sheet:  

This Tip Sheet is designed to show how to enter Payors into Order Connect when sending out 

labs. The Tip Sheet may change as Avatar trainings are updated. If you have any additional 

questions please contact Avatar Support at 916-876-5806 or Avatar@Saccounty.net.  

 

Entering a Payor into Order Connect: 

Before entering a lab order the Payor Information needs to be filled out in the Patient Demo 

section in Order Connect. Admin staff will be responsible for entering this information. Below 

are the steps on how to enter a Payor into Order Connect.  

1. Launch Order Connect for the client you are working on. 

2. Go to the “Patient Demo” tab at the bottom of the Order Connect screen. Scroll to the 

bottom of the page to the “Payor Information” section. Click on the “Add” hyperlink.  

 

3. You can find the client’s payors or “guarantors” in Avatar in the Financial Eligibility 

form. Enter guarantors you see listed in Avatar into the Payor Information. You can 

enter up to three.  

a. The most common Payors are Medi-Cal, Bill Ordering Provider, and UMDAP. 

b. Medi-Cal is listed as DMC in the Financial Eligibility form in Avatar. In Order 

Connect, Medi-Cal should be entered as “Medi-Cal”.  
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4. Once you click the “Add” hyperlink, a window will pop-up where you can add the payor 

information. Enter the following information, Payor Name, Relationship to Subscriber 

(self), Name, Address, Policy #, Guarantor Sex, Guarantor SSN. All of this information is 

the client’s information. Once complete click “Save”.  

 

5. Click “Add” again to add additional payors. Up to three can be added. Click “Save” once 

complete.  
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Removing a Payor from Order Connect: 

1. Click on the “Edit” hyperlink next to the Payor you want to remove.  

 

2. This will open the Payor Information box that we used to enter the Payor information. 

3. Click on the “Delete” button. 

 

4. Click Save at the bottom of the Patient Demo page.  

 


