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To submit a claim, pull up a patient using either Patient Quick Search from the 
dashboard or through the Find a Patient tab.

Click Submit Claim 
or Treatment Plan.

Since this is an in-for-
payment claim, be sure 
to leave Treatment Plan 
unchecked. 
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If the patient has secondary insurance coverage, including if Delta Dental of Kansas 
is not the patient’s primary insurance, check Patient has other Coverage? under 
Additional Coverage Information. This will open fields for information concerning the 
patient’s other insurance policy information.

Select the Treating Dentist and Business from the drop-down menus. These 
fields are required to submit, even if your office only has one dentist and one 
office location.
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The form will auto 
populate a patient 
and subscriber 
information based 
on the patient you 
had pulled up when 
you selected Submit 
Claim or Treatment 
Plan.  

(If this is not a 
patient you are 
needing to submit 
a claim for, simply 
return to the Patient 
Quick Search and 
search for a patient 
you want to submit a 
claim for.)

Below Subscriber Information box is a set of fields where you can list the NEA 
number, Additional Remarks and ICD 10 codes for the claim. Please know that 
Delta Dental of Kansas does not require ICD 10 codes.  
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Click Add Attachment. A 
box will open allowing you 
to select a file to attach 
from your computer. Once 
you have selected the 
necessary files, click the 
Open to attach the file.

Two boxes will appear for each attachment listing the File name. Next, 
select an Attachment Type.

Please note if you add any attachments, that the program will not allow you to 
submit the claim until an attachment type is listed for each attachment.

To begin listing your procedure codes click Add Procedure.
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Since this is an in-for-payment claim, the date field will be blank. Add the date the 
patient received the treatment under Date of Service. You will see fields for the 
Procedure Code, Tooth, Area, Surface and your office Fee. Complete all relevant 
fields for the CDT codes you are submitting.

If the Claim is for 
Orthodontic treatment, 
check the Is Treatment 
for Orthodontics in the 
Ancillary Treatment 
Information section.

Review the Legal section and 
check the boxes noting that you 
have reviewed these sections. 

Click Submit to submit the claim 
for processing. If the Submit 
button remains gray, review the 
claim for any fields highlighted 
with red text that require 
information for submission.
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Once you click Submit, you will be brought back to that patient’s Claims tab. 

You will see the claim status in parenthesis next to the claim number. Claim 
statuses you will see are Denied, In Process, Final, and Paid. Denied claims are 
claims that all services on the claim were denied. For claims still In Process you 
can Edit or Void the claim by selecting the Edit or Void button.
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Claims that are Final have been processed and will be paid in the next payment 
cycle.  

If your office is set up for EFT payments, the claim should process to pay by the 
next business day. If your office is set up for check payments, the claim will be 
processed to pay in the next weekly payment cycle.
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Paid claims have already been processed to pay. Click View to view the EOP 
for the claim. All applicable reference codes will be listed on the Explanation of 
Payments (EOP) for the claim.

Submitting a Claim
Watch this video to learn how to submit a claim on your new online Dentist Account. 

Watch Video
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