DELTA DENTAL OF COLORADO

Broker Resource Guide

O DELTA DENTAL



Delta Dental does more...

To deliver effortless administration...Because we offer consistent and reliable support when
your clients need it, Delta Dental helps them (and you) focus on other business needs.
We also free up client time (and your time) by offering expert customer service support.

This guide will help you navigate our broker portal.

There are additional materials available in our resource library:
deltadentalco.com/resourcelibrary

| Throughout this guide, you will see this icon to note where there |
| IS a supplemental video available. |
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Logging in to the Broker Portal

In May 2026, the new secure broker portal is launching. For brokers who have been using
the employer portal to manage tasks and groups, you will be able to use your existing
username to log into the new broker portal. You will receive an email with instructions to
update your password at transition.

Requesting a new account

* Before requesting an account on the broker portal, brokers must be appointed
with Delta Dental of Colorado. If you are not yet appointed, please contact
DeltaDentalHub@ddpco.com.

* Brokers who did not previously have an account to use the employer portal will
need to complete a broker authorization form. Once the form is submitted, please
allow 48 hours for your account to be created. You will receive an email from
WebPortals@ddpco.com with your username and temporary password to your
new account.

Logging On

There are two ways to log in:

1. Click on the Sign in/Register link on
the top right-hand part of the page
and select Broker from the | am a....
drop-down menu, and click the green
Go button. Enter your username and
password and click Log In

OR

2. Click on the Brokers link at the top of ]
the site and scroll down to Log In on
the broker landing page, click Log In.
Enter your username and password
and then click Sign In

* |If you forget your username or password, go to the Broker Log In page and click
Forgot Username or Password to retrieve your information.

4 DeltaDentalCO.com


http://www.deltadentalva.com
mailto:DeltaDentalHub%40ddpco.com?subject=
https://www.deltadentalco.com/dam/jcr:3f28b9f2-84d9-421c-9b99-36045f1a6f4d/2026_Broker%20Portal%20Authorization%20Form%20(1).pdf
mailto:WebPortals%40ddpco.com?subject=

Reset Password

» To reset your password, look in the upper right-hand corner of the login page
and click on the drop-down arrow next to your name.

* Select Edit Account.

* Enter your first and last name and email associated with your broker portal account and
hit Reset Password.
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Getting Started

Once you log in, you will be on the
Dashboard where you can see the number
of active groups in your account.

Tip: Click on the number of active groups
and you'll be directed to the Clients tab.

From the Clients tab, you will see a Groups
List with all your Active and Inactive
Groups.

You can search your Groups by typing in
a group name in the Search tab on top, or
Sort by Group Name, Status, or Location.

Any groups you have administrative access
for will be highlighted in green. If you only
have reporting access, Bills will be grayed
out.

From the Forms tab you will be able to view and download flyers, documents, past
newsletters, and more. If there are groups that are not listed under your Clients list, you will
need to have a Broker Portal Authorization Form completed by the plan sponsor. The form

can be found here.

If you click on the Commissions tab, you will be able to view your commission statements
directly in the portal. Commissions are available in excel and PDF format. *Please note,

if you use your Tax ID number for more than one instance for Delta Dental of Colorado
you will not be able to view your commission statements through the portal. This

iIs not a common occurrence, but if you are one of those individuals, please contact

deltadentalhub@ddpco.com.

Video: Downloading commission statements
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Administrative Access

With administrative access, you can view
your group’s coverage info, bills, reports,
and employees.

If you only have reporting access, Bills and
Reports will be grayed out.

If you work with small pool groups, Reports
mMmay not show.

The Coverage Info tab will provide you with
high-level information about your group’s
subscription, including their current rates,
mMmaximum rule, and coverage levels.

You can also filter by benefit plan if the
group has multiple plans.
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Reporting

The Reports tab under Clients gives you the
ability to request reports for groups which
you have reporting access. If you work with
small pool groups, Reports may not show.

You will be able to sort reports by specific
time periods, employment status, top
account, sub-sub-accounts, and more.

Once you fill out the required fields, the
report will generate and a message will pop
up indicating it has run.

Once you fill out the required fields, the
report will generate and a message will
pop up indicating it has run. In most cases,
reports will be emailed to the email that

is associated with the portal account.

The email should be received almost
instantaneously.
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The email with the report attachment will
come from No_Reply@ddpco.com with the
subject: Delta Dental Report Generation:
(Group Name) - (Report Name)

The first page is a summary, and the second
(tab in Excel) contains the detail.

Tip: Like the billing details, you can sort data
in the Excel version of the reports to see different
snapshots of your group.
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Billing

The Bills tab providing eligibility and billing
access to their clients. If you'd like access,
please contact deltadentalhub@ddpco.
com.

You are able to view the groups’ bills and
approve them as they become available.
You can also view recent bills and historical
bills.

You can Download the current bill in PDF
or EXCEL format. You can also download a
rate summary or remittance report.

You can also conveniently sign up your
group for automatic draft for their monthly
premium.

Depending on your portal access, you may
also be able to make changes to employee
records and these changes will be reflected
on your group’s bill in real time.

Tip: You can only adjust or approve the bill during
the billing review period. Once the bill review
period closes, you can no longer make changes or
approve, therefore the Calculate/Approve button is
no longer available.
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With both versions, you will first see the bill
summary and remittance, followed by the
bill detail and rate summary.

Tip: Within the Excel file, use the tabs to see
additional detail.

One advantage of the Excel version is it
allows you to sort and filter data about your
client’'s membership.
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Manage Members

Begin by clicking on Employees tab.
» Search for any employee by typing
their name in the Employee Name Field
and hit Enter. You can also search by
their Member ID or SSN.

* If they have a future effective date or
have been terminated, click there to
see that list.

Tip: You can enter both first and last name
or just one or the other.

Make edits to a member’s subscription by
clicking on the pencil icon next to their
name.

You can edit the employee’s personal
information, employee’s effective date, add
dependents, or change the plan they’re
enrolled into.
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You can also manage an employee’s
coverage by clicking on Manage Coverage.
This will allow you to change their effective
date or terminate their dental coverage.

From this screen, you can also submit

a request for an Employee Report. This
report will be sent to the email associated
with the portal login.

The Claims tab provides information on the

employee’s claims.

* |f Claims is greyed out, you will need
client approval to access that tab.
Contact deltadentalhub@ddpco.com
to set it up.

Video: Add an employee
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Add an Employee

First navigate to the Clients tab.
Then click on the Active Groups tab, select
the applicable group name.

If you do not see the group’s name, enter
criteria into the search box and press Enter
to filter your list.

Once the group name has been located,
click on the name to bring you to the group
page, you will see an Enroll New Employee
in a green outlined box below the top
section. Fill out all the required fields for the
employee (and dependents if applicable)
then hit submit.

Tip: If you're not sure whether you have already
added an employee with a future effective date,
simply search for the employee by effective date.

Video: Update an employee
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Terminate an Employee

Click the red Terminate button next to
the employee’s name.

A confirmation window will appear.
Enter the termination date and click Yes
to confirm termination of the employee.

Tip: Coverage will end on the termination date you
enter. For example, if you want the employee to be
covered through September, the termination date
entered should be October 1. Terminating an
employee will automatically terminate any
dependent coverage as well.

To reinstate an employee, from the
employee record, click Manage Coverage
and then Reinstate Dental.
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Frequently Asked Questions

Some brokers share a login with the rest of the agency. How will this shared login affect
reporting?

We understand that many broker agencies have access accounts set up as a universal login
for all of their brokers rather than an individual account for each agent. If this is the case for
you and you’'d like an individual account set up, please contact your sales executive.

Reports are received via email in near real-time to the email address with which you logged
in to the portal.

* The requested reports typically only take a few minutes to arrive in the inbox.

* The email comes from No_Reply@ddpco.com.

* The subject of the email contains the group name and report type. The body of the
email contains the report name.

Will brokers be able to access commission statements online?

Brokers will have access to viewing commission statements on the broker portal with the
option to download via PDF or Excel.

Will | have access to client information?
If you have administrative access, you can view your group’s coverage info, bills, reports,

and employees. If you do not currently have access to these features, please contact
DeltaDentalHub@ddpco.com.

Will we have access to renewal information/letters?
The broker portal is being launched in phases. Our next phase includes the inclusion of

renewal information on the portal. We will be providing more information on that when the
time is appropriate.
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