O DELTA DENTAL

Dental Office Toolkit (DOT) Quick Guide

How to manage users

1. On the DOT home screen, click the Admin tab on
the left navigation bar. Ll Service Office Details
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Programs

License Number: XXXXXXXX
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First Last

Street Name NPI Type 1: XXXXXXXX
City, State ZIP Code Tax ID: XXXXXXXX

Service Office NPI Type 2: Not on file Business NPI Type 2: XXXXXXXX

Payment Method: Check

Fe nedules

2. Once the Admin tab is open, click
User Management.

THIS IS YOUR HOME DFFICEJ Par Status:
Delta Dental Premier©

To access EFT/ERA information from other Delta Dental companies on the Delta Dental
National Portal, click HERE.

Dental Office Toolkit can be utilized to view information and submit claims for the
following Delta Dental
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Standarg | Federal Contact Us

Government
Programs
Programs

3. View the users associated with your office.

We work to ensure you receive the best possible service. If you have any questions or comments, please feel free to contact us!
Because Delta Dental plans are members of the Delta Dental Plans Association, a nationwide system of independently operated
dental health service plans, you will need to contact your patient’s specific Delta Dental plan to help with customer service
inquiries.

Electronic Funds Transfer (EFT) and Electronic Remittance Advice (ERA)

EFT and ERA assistance is supported by your patient’s dental plan administrator. Please contact the patient’s local dental plan
with any questions including late/missing EFT transaction discrepancies. For ERA transaction questions, please contact your bank
to ensure proper account postings prior to contacting Delta Dental for ERA transaction issues.

Click View Profile to select a user to manage.
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Expand a section below to view the applicable contact information

Delta Dental of Michigan, Ohio, Indiana v

nagement

Delta Dental of Arizona v

standara | _ Federal User Management
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Displaying all users that are associated with business TIN: XXXXXXXXX
FILTER BY

Username First Name Last Name CLEAR

Page1of1 1-10f 1 Records

Username First Name Last Name v

VIEW PROFILE

My Profile Page1of1 1-10f 1 Records 1

Admin username First Last
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4. On the User Profile screen, click Update Profile.
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5. Make changes to the user profile.

Click Update.
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EFT User

Users with the EFT User role will have access to the Direct Deposits section of the application where they can view
direct deposit accounts and register for direct deposit.

DOT User
Users with the DOT User role will be able to perform all other DOT application functionalities.

NOTE: Removing this role from a user will prevent them from accessing the application.

PLEASE NOTE: EFT access will be revoked upon the users next login.

UPDATE PROFILE

EFT User

Users with the EFT User role will have access to the Direct Deposits section of the application where they can view direct

deposit accounts and register for direct deposit.

DOT User
Users with the DOT User role will be able to perform all other DOT application functionalities.

NOTE: Removing this role from a user will prevent them from accessing the application.

PLEASE NOTE: EFT access will be revoked upon the users next login

UPDATE CANCEL




