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Dashboard Overview 
Online Employer Account User Guide

Navigating the Dashboard

Dashboard Overview
Watch this video to learn how to navigate the new online Employer Account Dashboard. 

Our new layout provides easier navigation throughout your new online Employer 
Account. Right from the navigation bar, you are able view benefits, employees, 
bills, and more!

1

2

3

Quickly access tips and resources on how to navigate your employer account. 

You have access to step-
by-step instructions 
on how to enroll a new 
employee.

4

Easily enroll a new 
employee under Enroll 
New Employee right 
from the Dashboard.

Watch Video

https://deltadentalks.com/employer/technology-upgrade/helpful-videos/employer-dashboard-overview
www.DeltaDentalKS.com
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Benefits Tab 
Online Employer Account User Guide

How to View Benefit Information

1

2

In the Benefits tab you’ll be able to view the benefit details for your group.

You can filter from As of Date or by Benefit Plan. Below, you will find the  
Current Rates for the benefit plan selected.

www.DeltaDentalKS.com
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Benefits Tab 
Online Employer Account User Guide

How to View Benefit Information

3
You can also view the Maximum Rule and Coverage Levels for the  
plan you selected.

Benefits Tab
Watch this video on how to view benefit information online on the new online 
Employer Account. 

Watch Video

https://deltadentalks.com/employer/technology-upgrade/helpful-videos/benefits-tab
www.DeltaDentalKS.com


Accessing Employee ID Cards 
Online Employer Account User Guide

How to Access an Employee ID Card

1

2

In the Employees 
tab you’ll be able to 
quickly search for your 
employees by First 
Name, Last Name, 
Member ID, Social 
Security Number or 
Group Submitted ID.

You won’t need all of 
these fields to search, 
you can simply type 
in their First or Last 
Name to search.

After finding the 
employee you are 
looking for, click their 
name. 
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Accessing Employee ID Cards 
Online Employer Account User Guide

How to Access an Employee ID Card

Accessing Employee ID Cards
Watch this video to access ID cards for your employees on the new online Employer 
Account. 

3

4

Watch Video

Here you will see their 
ID card.

Once selected, a PDF 
will be generated 
that you can print or 
download and send 
to your employee.
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https://deltadentalks.com/employer/technology-upgrade/helpful-videos/accessing-employee-id-cards
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Request ID Cards
Online Employer Account User Guide

How to Request ID Cards to be Mailed to a Member

1

2

From the Dashboard, click the Employees tab. Search for the member by last 
name or other identifiers then click their name.

Click ID Card in the top right corner. When the pop up appears, select  
Mail ID Card.

Jane

6Delta Dental of Kansas | DeltaDentalKS.com

www.DeltaDentalKS.com


Request ID Cards
Online Employer Account User Guide

How to Request ID Cards to be Mailed to a Member

3

4

Request ID Cards
Watch this video to view how to request ID cards to be mailed to a member on the online 
Employer Account. 

Watch Video

Review the member name and address then simply click Request ID Card to mail 
the new card.

You will see a pop up 
confirming that the ID 
Card request was sent 
successfully. To exit, 
select OK.
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Managing Employees 
Online Employer Account User Guide

How to Manage Your Employees

1
From the Employees tab you’ll be able to manage your employees enrollment 
and quickly enroll an employee. Simply click Enroll New Employee.

Once you have added the required fields click Add Employee. 2

www.DeltaDentalKS.com
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Managing Employees 
Online Employer Account User Guide

How to Manage Your Employees

3

4

Add any applicable dependents and enter their effective date then select  
Enroll Employee. 

Back to the Employees 
tab, you’ll be able to 
quickly search for your 
employees by First 
Name, Last Name, 
Member ID, Social 
Security Number or 
Group Submitted ID.

You won’t need all of 
these fields to search, 
you can simply type in 
their First or Last Name 
to search.

Please make sure to check “ENROLL 
IN DENTAL COVERAGE” or the 
employee will not successfully enroll.

www.DeltaDentalKS.com
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Managing Employees 
Online Employer Account User Guide

How to Manage Your Employees

5

6

After finding the 
employee you are 
looking for, click their 
name. 

You will be able to edit the employee’s information by selecting the  
pencil icon next the their name. 

www.DeltaDentalKS.com
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Managing Employees 
Online Employer Account User Guide

How to Manage Your Employees

7

8

You can also add a dependent for an employee. Once you have made your 
edits, select Save. 

On the employees page, 
select Manage Coverage 
and then the pencil icon.

www.DeltaDentalKS.com
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Managing Employees 
Online Employer Account User Guide

How to Manage Your Employees

Managing Employees
Watch this video to see how to manage your employees on the new online Employer 
Account. 

9

Watch Video

From there you can terminate dental coverage, enter employee’s effective 
date, add or terminate coverage for a dependent and or change the plan 
type.

Once you have made your changes, click Save.

https://deltadentalks.com/employer/technology-upgrade/helpful-videos/managing-employees
www.DeltaDentalKS.com
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As part of the Technology Upgrade, Delta Dental of Kansas will be using a “to” date rather 
than a “through” date in regards to termination of coverage, but what does that mean? 

The Termination Date will now be entered as the first date without coverage, i.e the date 
after coverage has ended. Currently, coverage is active through a particular date: 
 
Currently, coverage is active through a particular date.

Following our technology upgrade, it will be required to enter the date AFTER the last 
date of coverage or date up to which coverage was active.

	 Termination date = 1/1/2025
	 1/1/2024 TO (but not including) 1/1/2025. Last day of coverage is still 12/31/2024.

(The termination date is now the first day without coverage)

Termination date = 12/31/2024
1/1/2024 THROUGH 12/31/2024. Last day of coverage is 12/31/2024.

Termination Dates Formatting Change

Watch this video to learn more about termination dates. 

The dates a member is covered haven’t changed, this is just a formatting change as part of 
our upgrade.

Watch Video

Termination Dates 
Online Employer Account User Guide

Termination Dates - Formatting Change

https://deltadentalks.com/employer/technology-upgrade/helpful-videos/termination-date-formatting-change
www.DeltaDentalKS.com
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Setting Up ACH Payment Online
Online Employer Account User Guide

How to Set Up ACH Payment Online

Setting Up ACH Payment Online
Watch this video on how to set up ACH Payment online on the new online Employer 
Account. 

1

Watch Video

Click on the Bills tab where you can view your current, recent and historical bills.

To set up an ACH 
payment, click 
Sign up now.

Select your account type and 
input your routing/account 
number.

Check the box to show that you 
understand the authorization for 
the ACH and click Sign Up. 

2

3

4

www.DeltaDentalKS.com
https://deltadentalks.com/employer/technology-upgrade/helpful-videos/setting-up-ach-payment-online
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How to Access Forms & Docs
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Forms & Docs
Watch this video to view forms and documents that will be available to you on the new 
online Employer Account. 

You can view helpful forms and documents in categories by selecting the  
Forms & Docs Tab in the navigation bar.1

2
Under the Forms section, you will find the Enrollment Change Form, Employer 
Account Registration Form, Claim Form, and more! 

Under Brochures and Flyers, 
you will find the Employee 
Resources, Oral Health 
Resources, Employer resources 
and more. 

3

Watch Video

https://deltadentalks.com/employer/technology-upgrade/helpful-videos/forms-docs
www.DeltaDentalKS.com
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How to Update Your Account Information

1
Underneath name, you can see a list of all your active groups. You also can edit 
your account information by clicking on your name and selecting Edit Account.

Updating Account Information 
Watch this video to learn how to update your account information on the new online 
Employer Account. 

2
Quickly update your first name, last name, and/or email address under  
Edit Account.

Here you can 
also reset your 
password by 
clicking Reset 
Password.

3

Company ABC

Watch Video
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https://deltadentalks.com/employer/technology-upgrade/helpful-videos/updating-your-account-information
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Contact Us

We’re here to help! We upgraded our technology to continue to provide best-in-class 
service to our customers. We’re committed to keeping you informed.

Contact your Account Executive with any questions you have about your online employer 
account.
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CONTACT FORM 

DeltaDentalKS.com/Contact

www.DeltaDentalKS.com
https://deltadentalks.com/contact

