O DELTA DENTAL

Managing Employees

Online Employer Account

ﬂ How to Manage Your Employees

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

Dashboard Benefits Employees, | Bills Forms & Docs Reports ° Welcome Employer ~

' ENROLL NEW EMPLOYEE

Click here for step-by-step instructions on how to enroll an employee if your access allows enroliment changes.

Active Employees Future Effective and Terminated Employees

You can search for individual employees here by Name, Delta Dental ID number, SSN or Group Submitted ID. To
generate a complete employee list please refer to the eligibility list under the Reports Tab.

Search CLEAR SEARCH

EMPLOYEE FIRST
aQ Q EMPLOYEE LAST NAME Q MEMBER ID
Q ssn Q GROUP SUBMITTED ID

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

Dashboard Benefits Employees Bills Forms & Docs Reports @ welcome Employer ~

@ Welcome to your new Employer Account! For tips and resources on navigating your account, click here.

Click here for step-by-step instructions on how to enroll an employee if your access allows enroliment changes.

Enroll New Employee

Personal Information
FIRST NAME MIDDLE NAME LAST NAME
Doe

SENDE ssn BIRTH DATE
F,( N\ T 123-45-6789 02/04/1997 =]

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

Enroll New Employee

Employee Information

Dependents
- BIRTH DATE
N/A 02/04/1997 a
123-45-6789 T =
o
- *  Ne COUNTRY
M United States M
- B -
© Add
COUNTRY
United States - Plan Information
D ENROLL IN DENTAL COVERAGE
[ GUALIFYING EVENT
04/26/2024 B Group Reguest

ENROLL EMPLOYEE ' CANCEL

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. Active Employees Future Effective and Terminated Employees

*ou can search for individual employees here by Name, Delta Dental ID number, SSN or Group Submitted ID. To
generate a complete employee list please refer to the eligibility list under the Reports Tab

You won’t need all of
these fields to search, ‘ Q eI Q chpLovez Lastave Q wewaza o

you can simply type in e A grour suaMITTED I

their First or Last Name - .

to search.

Dashboard Benefits Employees Bills Forms & Docs Reports. Q Welcome Employer ~

Click here for step-by-step instructions on how to enrcll an employee if your access allows enroliment changes.
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employee you are
looking for, click their

name.

Dashboard Benefits Employees Bills Forms & Docs Reports () welcome Employer -

Click here for step-by-step instructions on how to enroll an employee if your access allows enroliment changes

Active Employees Future Effective and Terminated Employees

You can search for individual employees hers by Name, Delta Dental ID number, SSN or Group Submitted ID. To
generate a complete employee list please refer to the eligibility list under the Reports Tab

Search CLEAR SEARCH

EMPLOYEE FIRST NAME
b Q Jane Q. EMPLOYEE LAST NAME Q. mEmzER D
Q ssn Q. GrROUP SUBMITTED ID

Items perpage: 5 v 1-5 >

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

Dashboard Benefits Employees Bills Forms & Docs Reports e Welcome Employer ~
£ Back to Employee List B Employee Report  B9ID Card
Manage Member Manage Coverage

&
Status: Active

Sub Subaccount Number:
Sub Subaccount Name:

COVERAGE AS OF (Select Date) 04/26/2024 [}

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

Dashboard Benefits Employees.

< Back to Employee List

Dependents
nnnnnnnnnnnnnnnnnnnnnnnnnn
FIRST NAME® MIODLEWAME  LASTNAME:
SAVE
Status: Active
Sub su N er:
Sub sul .« | aomess  aovess2
/ERAGE AS OF (select Date):  04/26/2024,

rrrrrrrrr

rrrrrrrr

S o m.
«««««« STATUS ‘ © Add
Status: Active
On the employees page, pp——
select Manage Coverage | e e I & oo Empions -
and then the pencil icon.
¢ Back to Employee List B Employee Report BID Card

ssssss

Active
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date, add or terminate coverage for a dependent and or change the plan
type.

a From there you can terminate dental coverage, enter employee’s effective

Once you have made your changes, click Save.

¢ Back to Employee List B Employee Report  E5ID Card

Manage Member Manage Coverage

Status: Active

Sub Subaccount Number: “

Sub Subaccount Name:

COVERAGE AS OF (Select Date): 04/26/2024 =]

SUBSCRIBER/SPOUSE

EFFECTIV VE ON

rrrrrrrrrr v’
- 04/01/2023
Members
ame

D Managing Employees

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

Delta Dental of Kansas | DeltaDentalKS.com/Upgrade


https://deltadentalks.com/employer/technology-upgrade/helpful-videos/managing-employees

