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HOW TO

Add a New Subscriber and Dependents

STEP 1

From the Home Page, select the Enrollment tab, then select ‘Add/Lookup Member’ from the drop down menu.

Delta Dental of Oklahoma

Or Select ‘Add Member’ from the Quick Links.



The Effective Date of coverage will default to the 1st of the month following the current date. Changing the 

effective date can be done one of two ways:

Enter the date in mm/dd/yyyy format or select the date from the Calendar pop-up. 

STEP 3

HOW TO

Add a New Subscriber and Dependents

Delta Dental of Oklahoma

STEP 2

Select ‘Add New Member.’



STEP 5

HOW TO

Add a New Subscriber and Dependents

Select the coverage type by clicking in the appropriate open circle next to the correct coverage type. This will 

determine what fields become available in the following step(s).

Delta Dental of Oklahoma

STEP 4

Enter and confirm the SSN/Member ID number. 

Select the Group Number from the Group drop down menu. Once selected, the Group Name and Plan Type

will display.

If applicable, select the Subgroup Number from the Subgroup drop down menu.

If applicable, enter the Location Code.  

Select ‘Continue’.  



If applicable, enter the required details for the Subscribers spouse.

If applicable, select the correct number of dependents from the drop down menu.

STEP 7

STEP 8

HOW TO

Add a New Subscriber and Dependents

Delta Dental of Oklahoma

STEP 6

Enter the required details for the Subscriber. When entering the address, select the state from the drop down 

menu.



If all information is correct, select ‘Approve’. If information is not correct, select ‘Decline’. This will take you 

back to the previous page to make any necessary corrections. 

Add a New Subscriber and Dependents
HOW TO

STEP 10

Verify all information entered is correct.

Delta Dental of Oklahoma

STEP 9

If applicable, enter the required details for each dependent. When all required fields are complete, select 

‘Next’. 



Note: if members have future effective dates, a message will display at the bottom of the page showing that 

changes cannot be made online.  

HOW TO

Add a New Subscriber and Dependents

STEP 11

Once you select Approve, the Member Viewer page is available. Members with current effective dates will 

display as shown.

Delta Dental of Oklahoma



HOW TO

Lookup a Member

STEP 1

From the Home Page, select the Enrollment tab, then select ‘Add/Lookup Member’ from the drop down menu.

Delta Dental of Oklahoma

Or select ‘Member Lookup’ from the quick links. 



HOW TO

Lookup a Member

STEP 2

Enter the Social Security Number/Member ID or the Last Name of the person you would like to lookup in the 

Search section. Select ‘Member Lookup’.

Note: You may lookup the member by selecting the group and subgroup numbers. This will pull up all members for 

that group and subgroup. If a group has 500 or more primary subscribers, specific member detail is required. 

STEP 3

Select the purple last 4 digits hyperlink in the SSN/Member ID Last 4 column to view the member you are 

searching for.

Delta Dental of Oklahoma



HOW TO

Lookup a Member

STEP 4

To view the member details, select the green relationship hyperlink in the Relationship column.

A pop up window will display the Member details, see example below.

You can also print the member details by selecting ‘Print Member.’ A new Internet browser tab will open with 

the member details. Select ‘Print’.

STEP 5

Select ‘Return To Search Results’ to go back to the Enrollment Manager

Delta Dental of Oklahoma



HOW TO

Manage Member Details –

Change Primary Address
STEP 1

Delta Dental of Oklahoma

STEP 1

From the Home Page, select the Enrollment tab, then select ‘Add/Lookup Member’ from the drop down menu.

Or select ‘Member Lookup’ from the quick links. 



HOW TO

Manage Member Details –

Change Primary Address

STEP 2

Enter the Social Security Number/Member ID or the Last Name of the person you would like to lookup in the 

Search section. Select ‘Member Lookup’.

Note: You may lookup the member by selecting the group and subgroup numbers. This will pull up all members for 

that group and subgroup. If a group has 500 or more primary subscribers, specific member detail is required. 

STEP 3

Select the purple last 4 digits hyperlink in the SSN/Member ID Last 4 column to view the member you are 

searching for.

Delta Dental of Oklahoma



HOW TO

Manage Member Details –

Change Primary Address
STEP 4

Select ‘Manage Member Details’. 

STEP 5

Select ‘Edit This Address’.

Delta Dental of Oklahoma



HOW TO

Manage Member Details –

Change Primary Address
STEP 6

Enter the necessary updates to the address and select ‘Submit Address Change’. 

STEP 5

The updated address will display. 

Delta Dental of Oklahoma



HOW TO

Manage Member Details –

Change Name/Date of Birth
STEP 1

Delta Dental of Oklahoma

From the Home Page, select the Enrollment tab, then select ‘Add/Lookup Member’ from the drop down menu.

Or select ‘Member Lookup’ from the quick links. 



HOW TO

Manage Member Details –

Change Name/Date of Birth

STEP 2

Enter the Social Security Number/Member ID or the Last Name of the person you would like to lookup in the 

Search section. Select ‘Member Lookup’.

Note: You may lookup the member by selecting the group and subgroup numbers. This will pull up all members for 

that group and subgroup. If a group has 500 or more primary subscribers, specific member detail is required. 

STEP 3

Select the purple last 4 digits hyperlink in the SSN/Member ID Last 4 column to view the member you are 

searching for.

Delta Dental of Oklahoma



HOW TO

STEP 4

Select ‘Manage Member Details’. 

STEP 5

Select ‘Edit’ next to the member that needs their name or date of birth changed.

Manage Member Details –

Change Name/Date of Birth

STEP 6

Enter the necessary updates and select ‘Submit Name/DOB Change. 

Delta Dental of Oklahoma



HOW TO

Manage Dependents

STEP 1
Add a Spouse/Dependent

Delta Dental of Oklahoma

From the Home Page, select the Enrollment tab, then select ‘Add/Lookup Member’ from the drop down menu.

Or select ‘Member Lookup’ from the quick links. 



HOW TO

Manage Dependents

STEP 2

Enter the Social Security Number/Member ID or the Last Name of the person you would like to lookup in the 

Search section. Select ‘Member Lookup’.

Note: You may lookup the member by selecting the group and subgroup numbers. This will pull up all members for 

that group and subgroup. If a group has 500 or more primary subscribers, specific member detail is required. 

STEP 3

Select the purple last 4 digits hyperlink in the SSN/Member ID Last 4 column to view the member you are 

searching for.

Delta Dental of Oklahoma



HOW TO

Manage Dependents

STEP 4

Select ‘Manage Dependents’. 

STEP 5

Enter the desired effective date of change by typing the date in the Change Date field or selecting the date from 

the calendar pop up. Select the coverage type by clicking in the appropriate open circle next to the correct 

coverage type. This will determine what fields become available in the following step(s).

STEP 6

If applicable, enter spouse information in the required fields in the Add Spouse section.

Delta Dental of Oklahoma



HOW TO

Manage Dependents

STEP 7

STEP 8

Verify the information is correct and select ‘Approve’.

If applicable, select the appropriate number of dependents and enter dependent information in the required 

fields in the Add Dependents section. Select ‘Next’.

Terminate a Spouse/Dependent

STEP 1

From the Member Viewer page, select ‘Manage Dependents’. 

Delta Dental of Oklahoma



HOW TO

Manage Dependents

• ‘Terminate on date above’ will be checked for any dependent that does not fit in the new coverage type.

• If the box is unchecked, click in the box to select it, if the member needs to be terminated.

• Select ‘Next’ to continue.

STEP 2

Enter the desired effective date of change by typing the date in the Change Date field or selecting the date from 

the calendar pop up. Select the coverage type by clicking in the appropriate open circle next to the correct 

coverage type. This will determine what fields become available in the following step(s).

STEP 3

STEP 4

Verify the information is correct and select ‘Approve’.

Delta Dental of Oklahoma



HOW TO

Terminate a Primary Subscriber

Delta Dental of Oklahoma

STEP 1

From the Home Page, select the Enrollment tab, then select ‘Add/Lookup Member’ from the drop down menu.

Or select ‘Member Lookup’ from the quick links. 



HOW TO

Terminate a Primary Subscriber

STEP 3

Select the purple link under the SSN/Member ID Last 4 column for the subscriber you need to terminate.

Delta Dental of Oklahoma

STEP 2

Enter the Social Security Number/Member ID or the Last Name of the person you would like to lookup in the 

Search section. Select ‘Member Lookup’.

Note: You may lookup the member by selecting the group and subgroup numbers. This will pull up all members for 

that group and subgroup. If a group has 500 or more primary subscribers, specific member detail is required. 



HOW TO

Terminate a Primary Subscriber

STEP 4

Select ‘Terminate Primary’.

Delta Dental of Oklahoma

STEP 5

Enter the termination date and select ‘Approve’. 



HOW TO

Enter or Update to COBRA

STEP 1

Delta Dental of Oklahoma

Transfer an Active Primary Member to COBRA

From the Home Page, select the Enrollment tab, then select ‘Add/Lookup Member’ from the drop down menu.

Or select ‘Member Lookup’ from the quick links. 



HOW TO

Enter or Update to COBRA

STEP 2

Enter the Social Security Number/Member ID or the Last Name of the person you would like to lookup in the 

Search section. Select ‘Member Lookup’.

Note: You may lookup the member by selecting the group and subgroup numbers. This will pull up all members for 

that group and subgroup. If a group has 500 or more primary subscribers, specific member detail is required. 

Delta Dental of Oklahoma

Transfer an Active Primary Member to COBRA

STEP 3

Select the purple link in the SSN/Member ID Last 4 column for the member you need to update.



HOW TO

Enter or Update to COBRA

STEP 4

Select ‘COBRA’.

Delta Dental of Oklahoma

STEP 5

Enter the effective of change for the transfer to COBRA in the Change Date field.

If COBRA enrollment is in a different subgroup change the Subgroup field. Otherwise, leave as is.

Select ‘Next’ at the bottom of the screen.



HOW TO

Enter or Update to COBRA

STEP 6

Verify the information is correct and select ‘Approve’.

Delta Dental of Oklahoma

Please continue to the next page for instructions on how to Reinstate a Terminated Primary Subscriber to COBRA.



HOW TO

Enter or Update to COBRA

Delta Dental of Oklahoma

Reinstate a Terminated Primary Subscriber to COBRA

STEP 1STEP 1

From the Home Page, select the ‘Enrollment’ tab, then select ‘Reinstate Member’ from the drop down menu.

STEP 2

Enter the Social Security Number/Member ID or the Last Name of the person you would like to lookup in the 

Search section. Select ‘Member Lookup’.

Note: You may lookup the member by selecting the group and subgroup numbers. This will pull up all members for 

that group and subgroup. If results are 500 or more primary subscribers, specific member detail is required. 



HOW TO

Enter or Update to COBRA

Delta Dental of Oklahoma

STEP 4

The Reinstate Date will default to the first available date for reinstatement.

• Select the Group/Subgroup numbers for the assigned COBRA Group/Subgroup numbers

• If there is not an assigned Group/Subgroup number for COBRA, type COBRA in the Location field.

• If reinstating the member as is, select ‘Next’.

• If all family members are not being reinstated, select the appropriate coverage type, then select ‘Next’.

STEP 3

Select the purple link in the SSN/Member ID Last 4 column for the member you need to update.



HOW TO

Enter or Update to COBRA

Delta Dental of Oklahoma

STEP 5

Verify the information is correct and select ‘Approve’. 

Please continue to the next page for instructions on how to Add a New Primary Subscriber to COBRA.



HOW TO

Enter or Update to COBRA

Delta Dental of Oklahoma

Add a New Primary Subscriber to COBRA

STEP 1

From the Home Page, select the Enrollment tab, then select ‘Add/Lookup Member’ from the drop down menu.

Or select ‘Add Member’ from the quick links. 



The Effective Date of coverage will default to the 1st of the month following the current date. Changing the 

effective date can be done one of two ways:

Enter the date in mm/dd/yyyy format or select the date from the Calendar pop-up. 

STEP 3

HOW TO

Enter or Update to COBRA

Delta Dental of Oklahoma

STEP 2

Select ‘Add New Member.’



STEP 5

HOW TO

Enter or Update to COBRA

Select the coverage type by clicking in the appropriate open circle next to the correct coverage type. This will 

determine what fields become available in the following step(s).

STEP 6

Enter the required details for the Subscriber. When entering the address, select the state from the drop down 

menu.

Delta Dental of Oklahoma

STEP 4

Enter and confirm the SSN/Member ID number. 

Select the Group Number from the Group drop down menu. Once selected, the Group Name and Plan Type

will display.

If applicable, select the Subgroup Number from the Subgroup drop down menu.

If there is not a Group/Subgroup number assigned to COBRA, type COBRA in the location field.  

Select ‘Continue’.  



If applicable, enter the required details for the Subscribers spouse.

If applicable, select the correct number of dependents from the drop down menu.

If applicable, enter the required details for each dependent. When all required fields are complete, select ‘Next’. 

STEP 7

STEP 8

STEP 9

HOW TO

Enter or Update to COBRA

Delta Dental of Oklahoma



If all information is correct, select ‘Approve’. If information is not correct, select ‘Decline’. This will take you 

back to the previous page to make any necessary corrections. 

Enter or Update to COBRA
HOW TO

STEP 10

Verify all information entered is correct.

Delta Dental of Oklahoma



HOW TO

Transfer a Primary Subscriber

STEP 1

Delta Dental of Oklahoma

From the Home Page, select the Enrollment tab, then select ‘Add/Lookup Member’ from the drop down menu.

Or select ‘Member Lookup’ from the quick links. 



HOW TO

Transfer a Primary Subscriber

Delta Dental of Oklahoma

STEP 3

STEP 4

Select ‘Transfer’.

Select the purple last 4 digits hyperlink in the SSN/Member ID Last 4 column to view the member you are 

searching for.

STEP 2

Enter the Social Security Number/Member ID or the Last Name of the person you would like to lookup in the 

Search section. Select ‘Member Lookup’.

Note: You may lookup the member by selecting the group and subgroup numbers. This will pull up all members for 

that group and subgroup. If a group has 500 or more primary subscribers, specific member detail is required. 



HOW TO

Transfer a Primary Subscriber

Delta Dental of Oklahoma

STEP 5

Select Group number, Subgroup number, and/or Location code to for the Group the member will be

transferred to.

Select the effective date of the transfer and select ‘Approve’



HOW TO

Reinstate a Primary Subscriber

STEP 1

From the Home Page, select the Enrollment tab, then select ‘Reinstate Member’ from the drop down menu.

STEP 2

Enter the Social Security Number/Member ID of the person you would like to lookup in the Search section. Select 

‘Member Lookup’.

Note: You may lookup the member by selecting the group and subgroup numbers. This will pull up all members for 

that group and subgroup. If results are 500 or more primary subscribers, specific member detail are required. 

Delta Dental of Oklahoma



HOW TO

Reinstate a Primary Subscriber

STEP 3

Select the purple link that is the last 4 digits of the primary SSN/Member ID. 

STEP 4

The Reinstate Date will default to the first available date for reinstatement.

• If reinstating the member as is, select ‘Next’.

• If all family members are not being reinstated, select the appropriate coverage type, then select ‘Next’.

Delta Dental of Oklahoma



HOW TO

Reinstate a Primary Subscriber

STEP 5

Verify information is correct then select ‘Approve’. 

Delta Dental of Oklahoma



HOW TO

View the Status of a Pending Item

Introduction

Delta Dental of Oklahoma Online Resources portal will automatically send the Client Relations Team an electronic 

notification when an enrollment entered requires their attention.  An example of when this may occur is when 

the employee entered has history in the system that does not match the new enrollment entered. This is known 

as a Pending Item. When this occurs, you will receive the notification pictured below. The standard turnaround 

time for a Pending Item is 48 business hours. To view the status of a pending item, follow the steps below.

STEP 1

From the Home Page, select the Enrollment tab, then select ‘Add/Lookup Member’ from the drop down menu or 

select ‘Member Lookup’ button on the Home page, if available.

STEP 2

Any pending items for the group will be listed under the Search section.

The Status column shows the status of the enrollment.

• If the status is listed as Sent, the notification has been sent to the Client Relations Team to process. If

necessary, a pending item can be removed by selecting the ‘X’ in the Remove column.

• If the status is listed as In Process, the Client Relations Team has received and selected the enrollment to

process. The pending item cannot be removed and the X will not be visible in the Remove column.

• If the item is no longer listed, the Client Relations Team has completed the enrollment process.

Delta Dental of Oklahoma



HOW TO

View Transaction History

STEP 1

From the Home Page, select the Enrollment tab, then select ‘Transaction History’ from the drop down menu.

STEP 2

Enter the Start Date and End Date for the date range of transactions you would like to view. You can do this by 

typing the date in mm/dd/yyyy format or selecting the date from the calendar pop up. Select the Group and 

Subgroup numbers, if applicable. Select ‘Search’.

Delta Dental of Oklahoma



HOW TO

View Transaction History

STEP 3

From the Transaction List, select the purple last 4 digits hyperlink in the SSN/Member ID column to view the 

transaction you are searching for.

STEP 2

The Transaction Detail Manager will open as pictured below. Select ‘Return To Search Results’ to go back to the 

Transaction History page and resume your search.  

Delta Dental of Oklahoma



HOW TO

View Reports

STEP 1

From the Home Page, select the Reports tab, then select ‘Reports’ from the drop down menu.

Delta Dental of Oklahoma

STEP 2

Select the desired report.

Enter the requested parameters for the selected report and select ‘View Report’.

Note: ‘Aggregate Claims’ will not display if requested Group/Subgroup has fewer than 100 members.



HOW TO

View Reports Dashboard

STEP 1

From the Home Page, select the Reports/Invoices tab, then select ‘Reports Dashboard’ from the drop down 

menu.

STEP 2

Select the group to pull the report. The report is aggregate claims for groups over fifty (50) members or self-

insured clients. An error will display if group is under fifty (50) members.  

Delta Dental of Oklahoma



HOW TO

View Reports Dashboard

STEP 2 (continued)

Any group over fifty (50) will have information displayed.

Delta Dental of Oklahoma



HOW TO

View Invoices

STEP 1

From the Home Page, select the Billing tab, then select ‘View Invoice’ from the drop down menu.

Delta Dental of Oklahoma

Or select ‘Invoices’ on the quick links.



HOW TO

View Invoices

STEP 2

Delta Dental of Oklahoma

STEP 3

Select the preferred format.

Select the group/subgroup and Start Date.

Click ‘View Report’.



HOW TO

Manage Payment Methods

STEP 1

From the Home Page, select the Billing tab, then select ‘Manage Payment Methods’ from the drop down menu.

STEP 2

Click on the green ‘Add Payment Method’ button.

Delta Dental of Oklahoma



HOW TO

Manage Payment Methods

STEP 3

Select ‘Credit/Debit Card’ to enter a credit card payment.  Enter credit card information.

STEP 4

Select ‘Bank Account’ to enter a bank account as payment.  Enter banking information.

Delta Dental of Oklahoma



HOW TO

Manage Payment Methods

STEP 5

Manage Payment Methods page will display any existing payment accounts that were previously entered.

Delta Dental of Oklahoma



57

HOW TO

Make an Online Payment

STEP 1

From the Home Page, select the Billing tab, then select ‘Make a Payment’ from the drop down menu.

Delta Dental of Oklahoma

Or select ‘Make Payment’ on the quick links.
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HOW TO

Make an Online Payment

STEP 2

Select preferred ‘Payment Method’, ‘Payment Date, and ‘Group’.

Note: ‘Payment Date’ can be up to 14 days from current date. 

Enter amount to pay in blanks under ‘Payment Amount’ column. 

Note: Several payments can be entered at once.

Click ‘Review Payments’

Delta Dental of Oklahoma

View when a credit card payment method is selected.



59

HOW TO

Make an Online Payment

STEP 3

Select Submit Payment

Delta Dental of Oklahoma

STEP 4

A payment confirmation page displays and an generic email was sent.



HOW TO

View Payment History

STEP 1

From the Home Page, select the Billing tab, then select ‘Payment History’ from the drop down menu.

STEP 2

Delta Dental of Oklahoma

Review pending future payments on top box.



HOW TO

View Payment History

STEP 3

Delta Dental of Oklahoma

Review pending future payments on top box and the complete payment history for twelve (12) months in the 

bottom box.  

Export to Excel if needed.



HOW TO

Cancel A Payment

STEP 1

From the Home Page, select the Billing tab, then select ‘Payment History’ from the drop down menu.

STEP 2

Delta Dental of Oklahoma

Click on the ‘x’ in the ‘Cancel Payment’ column on the payment that is to be canceled.

Online Resources allows cancelation of payments up to 5:00 pm CST for the day of payment.



HOW TO

Cancel A Payment

STEP 3

Delta Dental of Oklahoma

Click ‘OK’ on the pop up window.

STEP 4

The page will revert back to the ‘Online Payment History’ page and show that the payment is removed.



HOW TO

Manage Secure Messages

STEP 1

From the Home Page, select the Contact Us tab, then select ‘Secure Messaging’ from the drop down menu.

Delta Dental of Oklahoma

Or click on ‘Secure Message’ on the quick links section.



HOW TO

Manage Secure Messages

Create a New Message

STEP 1

Select ‘Create New Message’.

STEP 2

Enter the subject and message content in the applicable fields. Attach a file, if applicable. Select ‘Send’. The 

message will be available to view in the Message History section. 

Delta Dental of Oklahoma
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HOW TO

Manage Secure Messages

Lookup a Message

STEP 1

From the Message Portal, enter the subject or message content and select ‘Lookup Message’. A list will display 

with all related messages.

STEP 2

In the Message History section, select the purple hyperlinked subject in the Subject column. The message will 

display as pictured below. 

Delta Dental of Oklahoma



HOW TO

Access Forms and Links

STEP 1

From the Home Page, select the Form/Documents tab, then select ‘Forms and Links’ from the drop down menu.

STEP 2

From there, you may select the hyperlink for any form or link you need to access. 

Delta Dental of Oklahoma



HOW TO

Order Supplies

STEP 1

From the Home Page, select the Resources tab. Then select ‘Supplies’ from the drop down menu.

STEP 2

To order supplies, you can either email GroupSupplies@DeltaDentalOK.org or complete the applicable fields on 

the Order Supplies page. Once the applicable fields are complete, select ‘Submit’. This will generate an email to 

GroupSupplies@DeltaDentalOK.org, to complete your request. 

Delta Dental of Oklahoma



HOW TO

View Our Schedules

STEP 1

From the Home Page, select the Resources tab, then select ‘Billing/Holiday Schedule’ from the drop down menu.

This page allows you to view the Client Relations Hours of Operation, the Client Relations Billing Schedule and 

the Delta Dental Holiday Schedule. There is also a section detailing Invoice Rate Codes. 

You can access a PDF version of this information by selecting the hyperlink located at the top of the page.

Delta Dental of Oklahoma



HOW TO

Locate a Dentist

STEP 1

From the Home Page, select the Resources tab, then select ‘Locate a Dentist’ from the drop down menu.

STEP 2

To use the Dentist Search tool, select the hyperlink ‘Click here for our Dentist Search tool’. A new window will 

open to allow you to search for a dentist.

Delta Dental of Oklahoma



HOW TO

Locate a Dentist

Delta Dental of Oklahoma

STEP 3

Select the Delta Dental Provider Network by clicking in the open circle next to the desired network. 



HOW TO

Locate a Dentist

Delta Dental of Oklahoma

STEP 4

Continue to fill out the form. 

STEP 5

If looking for a HOW provider then click on the check box towards the bottom of the form. 



HOW TO

Locate a Dentist

STEP 7

Select ‘Search’. The Dentist Search tool will generate results based on your search criteria.

Note: You may also view a PDF of the Delta Dental Dentist Directory. To do so, select ‘PDF Dentist Directory’ from 

the Locate a Dentist page. 

Delta Dental of Oklahoma

STEP 7

There is the option to ‘Show Map’, “Email List’, and “Print List’.



74

HOW TO

Contact Us

STEP 1

From the Home Page, select the Contact Us tab, then select ‘Contact Us’ from the drop down menu.

The Information page displays the address, telephone numbers, fax number and email address for the Client 

Relations department. 

Delta Dental of Oklahoma



HOW TO

Update Profile

STEP 1

From the Home Page, select the Profile tab, then select ‘Update profile’ from the drop down menu.

STEP 2

Enter the information you would like to update in the appropriate required fields, and select ‘Save Changes’.

Delta Dental of Oklahoma



HOW TO

Change Password

STEP 1

From the Home Page, select the Profile tab, then select ‘Update Password/2FA’ from the drop down menu.

STEP 2

Enter your old password then enter your new password in the New Password and Confirm New Password fields. 

To ensure your password strength, please follow the guidelines noted below the Update My Password section. 

Select ‘Save Changes’ and you will be redirected to the confirmation page. 

Delta Dental of Oklahoma



HOW TO

Change Password

STEP 1

Click ‘Enable’ at the bottom of the page to set up two factor authentication.

Delta Dental of Oklahoma



HOW TO

View Online Group Access

STEP 1

From the Home Page, select the Profile tab, then select ‘Online Group Access’ from the drop down menu.

From the Group Access page, you are able to view the list of groups that you have access to modify eligibility. 

Delta Dental of Oklahoma



HOW TO

View Our Products

STEP 1

From the Home Page, select the Broker tab, then select ‘Our Products’ from the drop down menu.

STEP 2

Choose a link to open the document of the product to review.

Delta Dental of Oklahoma



HOW TO

View Group Client Information

STEP 1

From the Home Page, select the Broker tab, then select ‘Group Information’ from the drop down menu.

STEP 2

Choose the broker assigned to the group client in question.

Delta Dental of Oklahoma



HOW TO

View Group Client Information

STEP 3

The broker information will display.

STEP 4

Choose a group from the ‘Group List’.

Delta Dental of Oklahoma



HOW TO

View Previous RFPs

STEP 1

From the Home Page, select the Broker tab, then select ‘Previous RFPs’ from the drop down menu.

STEP 2

Select the contact that may have submitted the RFP.

Delta Dental of Oklahoma



HOW TO

View Previous RFPs

STEP 3

The list of RFPs under the selected contact will display.

Delta Dental of Oklahoma



HOW TO

Request for Proposal

STEP 1

From the Home Page, select the Broker tab, then select ‘Request For Proposal’ from the drop down menu.

Delta Dental of Oklahoma

Or select ‘Request Proposal on the quick links section .



HOW TO

Request for Proposal

STEP 2

Select the contact that is requesting the proposal.

Delta Dental of Oklahoma

STEP 3

Select the group size.



HOW TO

Request for Proposal

STEP 4

Enter the group client’s information. Required information is labeled with an asterisk (*).

Delta Dental of Oklahoma

STEP 5

Click on ‘Submit’.



HOW TO

Request for Proposal

STEP 6

Click ‘OK’ on the confirmation pop-up window.

Delta Dental of Oklahoma

STEP 7

Confirmation screen will display.



HOW TO

View Commissions

STEP 1

From the Home Page, select the Broker tab, then select ‘Commissions’ from the drop down menu.

Or select ‘Commissions’ from the quick links section.

Delta Dental of Oklahoma



HOW TO

View Commissions

STEP 2

Commission statements are displayed and can be sorted by any header of the table. Commissions can be 

displayed using PDF or Excel formats.  Supplemental Commissions, if available, will be displayed PDF only.

Delta Dental of Oklahoma

STEP 3

When desired format is selected the commission statement will be displayed and can be saved.


