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Welcome to Delta Dental of Virginia’s online billing guide. In this guide, we will show you how to log in,
add, terminate or edit an employee, add or edit payment information, and approve your bill.

Logging In

To get started, go to
DeltaDentalVA.com.
Click on the “Sign in/
register” link at the
top right of your screen,
select “Employer” i
and click “Go. 4
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Sign inte your account.
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@ To log in, you can also
click “Employers” in
the top navigation bar,
scroll down and then
click the “Log in” button. | ovim et et e | e
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Have questions about our recent We've created several new videos to Finally, a vision plan with teeth. Learn

system upgrade? Our new learning help you manage your dental benefits  more about Deltavision, available for

how to enroll, update and terminate an

emplayee.

Login

Click on the button below to log into our emplayer portal.
Forgot username or password, or need help?
Contact your account management team or call us at 800.237.6060

NOTE: Usernames and passwords are case sensitive. Include all of the
characters in the password that was emailed to you, including colons,

commas and any special characters, and make sure no blank spaces are

included by mistake.

Or, create an account

Here are the benefits of creating an account:
1. Manage ehigibility.
2. Run reports.
3. Pay bills
4. And more!

Create an account
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Logging In continued

@ Log in with your
current username
and password.

& DELTA DENTAL

Sign in with your username and password

Username

Note: Usernames and Usermame

passwords are case -

sensitive. Include all Frtymtpased?

of the characters in [ sew ]

your password, including
colons, commas and

any special characters.
Make sure no blank
spaces are included

by mistake.

Eligibility Updates

@ Once you have logged
in, eligibility updates can
be completed by going e
to the “Employees” tab.
Here you can enroll
new employees, make
status changes and
make terminations.
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Eligibility Updates continued

@ To update an employee’s
status or to terminate
an employee, click on . e
the employee’s hame to
access his or her record.

og/o/200

. call Us
a8 338216

Click on the pencil icon
to make changes to an
employee’s record.

ag¢ Coverage

Jelly Bean - @
Status: Active
COVERAGE A3 OF (select Dater:  02/02/2021 1

Employee Information

soity

Dependents
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Eligibility Updates continued

To add a new employee,
click “Enroll
New Employee.” o

Bils Ferms & Does Reports

o8/01/2020
08/01/2020

og/o/200

. call Us
a8 338216

Enter the new employee
information, then click

“Enroll Employee”
at the bottom of the

Enroll New Employee
page when finished. Employes information

uuuuuuuu s

Plan Information
Online Bt 0 Acesunt

Online Billing Accaunt
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Review and Approve Your Bill

@ To review and approve
your bill, or to make
changes to your
payment information,
click on the “Bills” tab
in the top navigation
bar to view your bills.

Note: If you have more
than one sub account,
you will need to select
the appropriate

sub account from

the “Active Groups”
drop-down list.

The “Bills” tab will open
to “Current Bills.” You

may also view previous
bills by clicking on
“Recent Bills” or
“Historical Bills.” Once
the current bill has been
closed, you can no longer
make changes to that
period, and it will move
to the “Recent Bills” tab.

Note: For a description
of bills under each
heading, hover over
the question mark

by each header.

Bl Forms & Docs Raports

nce reduced functionality on certain portions cf our website when using Internet Explorer
(IE). For best performance, we recommend Chrome, Firelox, Safari or Edge.

Enroll New Employee

Personal Information
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Review and Approve Your Bill continued

@ From the “Current Bills”
tab, you also can make
changes to employee
records by searching
for the employee by
name and clicking on
the name. This will take
you to the employee
details where you can
make status changes or
complete a termination.
These changes will
reflect on the bill in real
time once you have
selected “Calculate/
Approve Bill.”

From the “Current
Bills” tab, click on the
“Download Bill” link

to view your bill

in PDF or Excel format.

Dashbosra Banerits Employees

Note: If you have made
changes to enrollment,
you will need to
download a new copy
of the bill after you have
selected the “Calculate/
Approve Bill” button

to see those changes
reflected on your bill.

I—J

December 2020 bill
It is open and can be adjusted.

Ay enanges
iow theough 1 his il an may changa the amount owed

Oniine Biling Account
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December 2020 bill.
It is open and can be adjusted.
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To vitw your online bill, gHease select “Downlosd B bk If you
would like nformation on our online bill process, please dlick

CALCULATE/APPROVE BILL Dot have automatic draft of manthly premiun? 510
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Review and Approve Your Bill continued

@ Once you have
downloaded your bill,

detail pages will reflect m

the benefit plan by Detta Dentol of Virainia

department and by Philadelphia, PA 19171-8722
employment status.

Sample Inc.
John Smith
123 Test Drive

Roanoke, VA 24018

Eligibility as of: ~ 09/07/2021

Bill Number: 255733

Account Number: 00000000123-0000000001
Coverage Period: 10/01/2021-11/01/2021

Due Date: 10/01/2021

Billing Summ.

ary

Balance Forward

$25.25

Current Charges

$95.82

Total Amount Due

$121.07

Once you have made
all necessary updates

to your group, you

Benafits. Employeas

can approve your
bill by clicking on the Secermber 2020 1

Caloulate/Approve ectrer A
Bill” button.

Online Billing Account
£CO00000GEZ-CODC000G0N

sease select "Dawnload BIr' ink. If you
ur online bill process, pleass click

EMPLOVEE BLL AMT
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sante
+ John Jones 2516

tic draft of monthly premium? Sig
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SUBSCRIBER
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Review and Approve Your Bill continued

@ Click “Yes” to approve.

Note: Once you click
yes, no more changes
can be made to

your current bill. Any
further changes made
to enrollment will be
reflected on the next
month’s bill. A new
remittance page and
bill will be generated
including any previous
changes. These can be
downloaded if needed.

If you have not set up
an automatic draft of

monthly premiums,

© Welcome Empicyer -

you may pay by check.
Click the “Download

Current Bills & Recent Bills @

December 2020 bill.
It is open and can be adjusted.

Remittance” link from the
“Current Bills” tab. Print

and include this page e
with your payment. e

‘Oniine Billing Accaunt
00 1082-0000060001

Note: If you have made
changes to enrollment,
you will need to download
a new copy of the bill
after you have selected
the “Calculate/Approve |
Bill” button to see those
changes on your bill.

SUBSCRIBER/CHILD
SUBSCRIBER
SUBSCRIBER

A Delta Dental of Virginia | 5415 Airport Road, Roanoke, VA 24012 | 800.237.6060 | DeltaDentalVA.com



& DELTA DENTAL

Online Billing Guide

Set Up or Change Automatic Draft of Monthly Premiums continued

@ Or, you can set up an
automatic draft of
monthly premiums
at this time. Click on
the “Sign up now” link
where it says “Don’t i opon and aan e scuted,
have automatic draft
of monthly premium?”

Oniin Billing Account
002000C0082-0000000001

CALCULATE/ARPROVE BILL

SUBSCRIBER/CHILD
SUBSCRIBER

Enter the information
from your bank and
click “Sign up.” Be sure
to check the disclaimer
box that appears above
the button. Emopemardanbesutes, oo

Online Billing Account
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Set Up or Change Automatic Draft of Monthly Premiums continued

If you need to change
your automatic bank

transfer account
information, you can
do so by clicking the

“Update Automatic % o vl an % sk
Draft” link.

Gniine Billing Accaunt
BO000GO02-00000G000!

i, plesse seloct “Download BIr ink.If you

ur anling bill process, please click

Note: You cannot cancel
an automatic draft of
monthly premiums
online. Cancellation Ty
notices must be v s
submitted in writing
thirty (30) days prior
to the effective
discontinuation date.

For questions or for more information, contact billing@deltadentalva.com.
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