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Changes to Smile About

& DELTA DENTAL' Members Providers Employers Brokers

Delta Dental of Colorado (Find another state)

Mile High Smile Power™

Healthy Smiles,
Healthy Lives.

We give our more than 1.3 million members the power to use
and manage their dental benefits easily. Through our
innovative plans, large dentist network, and expert customer
service, we make dental care accessible, affordable, and
simple, leading to a healthier smile and life. And through our
foundation and corporate social responsibility initiatives, we
are active in the community and giving to organizations that
support our mission and helping expand access to quality

This guide will help you navigate the employer portal and additional
@ changes related to our system upgrade.

There are additional materials available on our resource library:
https://www.deltadentalco.com/resourcelibrary/

- — - — — — —/ — /1

| Throughout this guide, you will see this icon to note where there |
is a supplemental video available.

DeltaDentalCO.com
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Delta Dental of Colorado

System Upgrade:
Employer Guide

Logging in to the Employer Portal

Creating an Account

 Go to DeltaDentalCO.com. Click on the Employers link at the top of the home page
and scroll down to Create an Account on the employer landing page. Click Create an
Account and follow the instructions to complete your registration.

O DELTADENTAL  Members Providers Employers Brokers Individuals Find a Dentist search Lo g g I I Ig O I I
o wate) i ister

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 Employer from the | am a....
dropdown menu, and click the green
Go button. Enter your username and
password and click Log In

OR

2. Click on the Employers link at the top
of the site and scroll down to Log In on

Employers

Covering _ the employer landing page, click Log
gg"’;’éfﬂo s Smile In. Enter your username and password

and then click Sign In

Log In

Click on the button below to log into our employer portal.

ord?

Forgot username er pass 2. Ru .
3. Pay bills,
4. And more!

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

* |f you have access to more than one sub-account (or billing entity), you will need
to select the one you want by clicking on the drop-down arrow next to your group
name in the upper right-hand corner of the page.

DeltaDentalCO.com 4 ‘ & DELTA DENTAL
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Delta Dental of Colorado

System Upgrade:
Employer Guide

Reset Passwora

» 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 group name.

* Select Edit Account

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

& DELTA DENTAL

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

Edit Account

Personal Information

FIRST NAME LAST NAM|

< RESET F‘ASSW

EMAIL ADDRESS
mcobos@ddpco.com

DeltaDentalCO.com 5 ‘ & DELTA DENTAL
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Delta Dental of Colorado

System Upgrade:
Employer Guide

Managing Employee Eligibility

Enroll an Employee @

Enroll new employees by entering their N

information on the Enroll New Employee
section of the dashboard or click Employees
and click Enroll New Employee.

Enroll New Employee

’T? Tip: All required fields are noted with

I/ Personal Information

&  an asterisk. —

On the next screen, select the correct
sub-subaccount for this employee

and complete the rest of the personal
information and attributes for the employee.

Enroll New Employee

Employee |

AAAAAAA

uuuuuu

o BIRTH DATE *
12345678 03/03/1967 =]

aTy . STATE * ziP*

Denver Colorado - 80210
Check the Enroll in Dental Coverage box.
. L. [ ENROLL IN DENTAL COVERAGE
If the employee is eligible for dependent C )
coverage, click Add under the Dependents
Dependents

section and complete the dependent
information. To add additional dependents,
click Add and fill in the information for each
dependent.

No Dependents found.

© Add

(Continued on next page)

DeltaDentalCO.com 6 ‘ & DELTA DENTAL
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No Dependents found.

Under Plan Information, confirm the 61 Add
subaccount information, enter the effective
date and click Enroll Employee. Flen nformation

XYZ Industries - Lakewood (Billing) 00000000062-0000000002

DENTAL BENEFIT PLAN *
XYZ Industries Low Plan >,

EFFECTIVE ON * QUALIFYING EVENT *
10/01/2021 B Group Request

ENROLL EMPLOYEE CANCEL

You should see a Success New Employee
Added message to confirm the employee sSuccess
has been enrolled.

New Employee Added

DeltaDentalCO.com 7 ‘ & DELTA DENTAL
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Delta Dental of Colorado

System Upgrade:
Employer Guide

Managing Employee Eligibility

Update an Employee @

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.

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

Select pencil icon beside the name
to edit the record.

You can edit the employee’s
personal information, employee’s
effective date, add dependents, or
change the plan they’re enrolled
into.

You will need to select an effective
date before saving your edits. If the
effective date hasn’t changed, you

must enter the original date.

Click Save.

DeltaDentalCO.com

Dashboard

Benefits Bills Forms & Docs

ENROLL NEW EMPLOYEE

Future Effective and Terminated Employees

Search

CLEAR SEARCH

XXX-XX-6789

ErPLOYEE
Q James Q MEMBER ID

08000000000693-01

Brown, James

02/01/2021

£ Back to Employee List B Employee Report B3ID Card

Manage Coverage

James Brow

Status: Active

B Benefit Report

COVERAGE AS OF (Select Date): 04/12/2021 s}

Employee Information

Manage Member Manage Coverage

Julie Anderson
Status: Active

COVERAGE AS OF (Select Date):

Employee Information

04/20/2021 )

=

|
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Delta Dental of Colorado

System Upgrade:
Employer Guide

Managing Employee Eligibility

Terminate an Employee @

D, i Bills Forms & Docs Reports

Click Employees and search Active
Employees by entering the employee
name, member ID and/or Social
Security Number.

< Back to Employee List B Employee Report

Manage Member
Click on the employee name and then —

click Manage Coverage_ James Brown 7 B Benefit Report

Status: Active

COVERAGE AS OF (Select Date): 04/12/2021 E

Click the red Terminate button next to

the employee’s name. ADm

A confirmation window will appear.

Enter the termination date and click Are you sure you want to
Yes to confirm termination of the e
em p | Oyee. TERMINATION DATE *

10/01/2021 s

Reminder: Coverage will end on

the date you entered. For

5@? Tip: Coverage will end on the termination

date you enter. For example, if you want example, if you want coverage
through and including
the employee to be covered through 12/31/2019, then the Termination

September, the termination date entered Date should be 01/01/2020.
should be October 1. Terminating an em-
ployee will automatically terminate any
dependent coverage as well.

Manage Member Manage Coverage

To reinstate an employee, from the
employee record, click Manage
Coverage and then Reinstate

D e n ta I . COVERAGE AS OF (Select Date): 04/20/2021 ]

DeltaDentalCO.com 9 ‘ & DELTA DENTAL

Maria Martinez ¢

Status: Inactive

” Dental
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Delta Dental of Colorado

System Upgrade:
Employer Guide

Billing for Fully Insured

On the Bills tab, you are able to - =
download current bills and access ( | SR RecentEl H'“C’"“'D

previous bills.
May 2021 bill. Explore your bill below. Any changes you make to employee records will

flow through to this bill and may change the amount owed.

It is closed and cannot be

Depending on your portal access, you aditsted.

may also be able to make changes to *
employee records and these changes R S

will be reflected on your bill in real time. 00000000061-0000000001 R

To view your online bill, please select "Download Bill” link. If you
would like information on our online bill process, please click ¥ Download Bill B pownload Remittance

;Qr Tip: You can only adjust or approve the e

bill during the billing review period. Once
the bill review ,Oer/od C/OSGS, you can C )n't have automatic draft of monthly premium? Sign
no longer make changes or approve, Spirow:

therefore the CALCULATE/APPROVE BILL
button is no longer available.

Choose File Format

When you download your bill, you can
choose either a PDF or Excel file.

With both versions, you will first see the e
bill summary and remittance, followed : ' —

by the bill detail and rate summary.

is not received in full by the due date, claims may be placed on hold. Sligibility changes
ssed.

Q Tip: Within the Excel file, use the tabs to Ev:::“:mwmvmmi*wmmemdwm
see additional detail.

Thr 04/13/2021 - 04/13/2021

Total Due: | Amount Enclosed:

BOAOABANOR?-HANOBOBON-4

DeltaDentalCO.com 10 ‘ & DELTA DENTAL
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One advantage of the Excel version is it
allows you to sort and filter data about
your membership.

If you do not pay by automatic draft,
you may download your remittance and
submit it with your payment.

From the main page, you can also set
up automatic draft or change your
account information.

DeltaDentalCO.com
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ac

A B €

Anderson Jason
Anderson Jason
Anderson Lori
Anderson Lori
Anderson Lori
Bodart Carissa
Brown James
Brown James
Brown James
Johnson  Haley
Johnson  Haley
Johnson  Haley
Johnson  Lucas
Johnson  Lucas
Jones Bob
Jones Bob
Jones Joe
Jones Joe
Jones Joe
Martinez Maria
Nelson Chris
Nelson Chris
Shepperd Derek

_____ A4 Paeal

ABC Industries (Billing)
00000000061-0000000001

Subscriber Id Last Name First Name Department Status

D E
Office Active
Office Active
Fields Active
Fields Active
Fields Active
Sales Active
Sales Active
Sales Active
Sales Active
Sales Active
Sales Active
Sales Active
Office Active
Office Active

Active
Active
COBRA
COBRA
COBRA
Office Active

Continuation
Continuation

F

Type

Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Part-Time
Part-Time
Part-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Full-Time
Part-Time
Part-Time

Disability/LTD |Part-Time

[SSNRITRVTE 1N | FGE SO

To view your online bill, please select "Download Bill” link. If you
would like information on our online bill process, please click here

to turn on/off help text.

<

Union Benefit Plan Name Rate Code Billing Mo Total Premiun

ZzZzzzzzzz=zzZzz=zzzz=zZzzZzz2z2z2=z2=z =2

N

G

H

ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries
ABC Industries

ADA ladiimscian

| J

SUBSCRIBI03-01-202
SUBSCRIBI04-01-202
SUBSCRIBI02-01-202
SUBSCRIBI03-01-202
SUBSCRIBI04-01-202
SUBSCRIBI04-01-202
SUBSCRIBI02-01-202
SUBSCRIBI03-01-202
SUBSCRIBI04-01-202
SUBSCRIBI02-01-202
SUBSCRIBI03-01-202
SUBSCRIBI04-01-202
SUBSCRIBI03-01-202
SUBSCRIBI04-01-202
SUBSCRIBI03-01-202
SUBSCRIBI04-01-202
SUBSCRIBI02-01-202
SUBSCRIBI03-01-202
SUBSCRIBI04-01-202
SUBSCRIBI04-01-202
SUBSCRIBI03-01-202
SUBSCRIBI04-01-202
SUBSCRIBI02-01-202

clIbe~BIBIAS A1 AR

@

K

$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23
$28.23

a0 23

on't have automatic draft of monthly premiumD

up now.
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Delta Dental of Colorado

System Upgrade:
Employer Guide

Billing for Self-Funded Groups

On the Bills tab, you are able to ) , -
. . Current Bills @ Recent Bills @ Historical Bills @
download current claims and admin fee

bills and access previous bills. SUBACCOUNT

XYZ Industries - Denver (Billing)
00000000062-0000000001

Q Tip. . If you receive your bill by email, your Date Due Bl

bill will no longer be an attachment within
the email. The email will include a link for

) 04/13/2021 ¥ Download
you to download it.

You can choose either a PDF or Excel
file.

Choose File Format

& DELTA DENTAL
Bill Number: 6220
. . ) . Deita Dental of Colorado Account Number: 00000000062-0000000001
PO Box 912148 &
With both versions, you will first see the T B o cangaa
bill summary.
XYZ Industries - Denver (Billing)
Julie Sitz
123 Main St
Denver, CO BD229
Billing Summary
Numb:rolc\ains| Amount
Claims Reimbursement. 1 | $0.00
Balance Forward $68320
Manual Adjustments $0.00
Total Amount Due $68320

If your payment is not received in full by the due date, claims may be placed on hold. Eligibility changes
submitted with payment will not be accepted and processed.

Thank you for your business.

DeltaDentalCO.com 12 ‘ & DELTA DENTAL
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Eligibility Recap Report

Then, the Eligibility Recap Report,
followed by the Group Activity Report PR E——— S — oo

c | coora 5 [severance Houry U [ Unspecified Group Number: 00000000062-0000000001

| cony Retrae STD[FMUA/Snort Term Disabiity | NSC | Nom-service Contract Act| 10| 10 montn Group Name: XYZ Industries - Denver (Billing)
TG0 | Line of Duty U [Unepecied Part-Time 7 | 12 Month

L70 | LongTerm Disabilty S| Seleried

Subscriver 10 Subscrber First Name. ‘Subscriber Last Name. Department Sl (et Unon  Benent ran Rate ol o
0800000000021 Chris Billings A F N XYZindus SUBSCRIBER oy/01/2021
08000000000021 Chris Billings A F N XYZIndus SUBSCRIBER 01/01/2021
08000000000021 Chris Billings A F N XYZIndus SUBSCRIBER 01/01/2021
0800000000002 Dave Johnson A F N XYZIndus SUBSCRIBER/SPOUSE 01/01/2021
2300000000002 Dave Johnson A F N XYZIndus SUBSCRIBER/SPOUSE 01/01/2021
23456 Harry Potter A F N XYZIndus SUBSCRIBER 01/01/2021
123456 Harry Potter A F N XYZindus SUBSCRIBER oyo1/2021
123456 Harry Potter A F N XYZIndus SUBSCRIBER 01/01/2021
Eligibility Summary Report
Rate Descriptions Count
SUBSCRIBER 6
A B € D E F G H | J K
Subscriber Id Last Name First Name Department Status Type Union Benefit Plan Name Rate Code Billing Mo Total Premiun
One adva ntage of the Excel version is it Anderson Jason Office Active Full-Time [N ABCIndustries  SUBSCRIBI03-01-202  $28.23
Anderson Jason Office Active Full-Time [N ABC Industries SUBSCRIBI04-01-202  $28.23
allows you to sort and filter data about Anderson  Lori Fields Active Ful-Time [N ABCIndustries  SUBSCRIBIOZ-01-202  $28.23
X Anderson Lori Fields Active Full-Time [N ABC Industries SUBSCRIBI03-01-202  $28.23
yo u r m e m be rS h | p Anderson Lori Fields Active Full-Time |N ABC Industries SUBSCRIBI04-01-202  $28.23
Bodart Carissa Sales Active Full-Time N ABC Industries SUBSCRIBI04-01-202  $28.23
Brown James Sales Active Part-Time|N ABC Industries SUBSCRIBI02-01-202 $28.23
Brown James Sales Active Part-Time|N ABC Industries SUBSCRIBI03-01-202 $28.23
Brown James Sales Active Part-Time|[N ABC Industries SUBSCRIBI04-01-202 $28.23
Johnson  Haley Sales Active Full-Time [N ABC Industries SUBSCRIBI02-01-202  $28.23
Tip: Within the Excel file, use the tabs to Johnson  Haley Sales Active Full-Time [N ABCIndustries ~ SUBSCRIBI03-01-202  $28.23
L. . Johnson  Haley Sales Active Full-Time [N ABC Industries SUBSCRIBI04-01-202  $28.23
see ao/d/t/ona/ deta// Johnson  Lucas Office Active Full-Time |N ABC Industries SUBSCRIBI03-01-202  $28.23
Johnson  Lucas Office Active Full-Time [N ABC Industries SUBSCRIBI04-01-202  $28.23
Jones Bob Active Full-Time [N ABC Industries SUBSCRIBI03-01-202  $28.23
Jones Bob Active Full-Time [N ABC Industries SUBSCRIBI04-01-202  $28.23
Jones Joe COBRA Full-Time [N ABC Industries SUBSCRIBI02-01-202  $28.23
Jones Joe COBRA Full-Time [N ABC Industries SUBSCRIBI03-01-202  $28.23
Jones Joe COBRA Full-Time [N ABC Industries SUBSCRIBI04-01-202  $28.23
Martinez Maria Office Active Full-Time [N ABC Industries SUBSCRIBI04-01-202  $28.23
Nelson Chris Continuation |Part-Time|N ABC Industries SUBSCRIBI03-01-202  $28.23
Nelson Chris Continuation |Part-Time|N ABC Industries SUBSCRIBI04-01-202  $28.23
Shepperd Derek Disability/LTD |Part-Time N ABC Industries SUBSCRIBI02-01-202  $28.23
Shepperd Derek Disability/LTD |Part-Time N ABC Industries SUBSCRIBI03-01-202  $28.23

DeltaDentalCO.com & DELTA DENTAL
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System Upgrade:
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Reporting [CH

Enroliment By Member Type

The Enroliment by Member Type report reflects a count of each member type per month (e.g. subscriber,

~

From the reports tab, you will have SR e R T RS,

access to all of your group’s reports. e B s B
Select your report and fill out the dates g ABC Industsias CBiingd .
and details from the dropdown menu - -

and click Generate Report. ABC Industres Manuat (Hembershiy - y
Reports should be run using the first - -
and last day of the data that you

are trying to export. For example, i -
09/01/2021-09/30,/2021.

You can select the file type you'd like.
@ Tip: Selecting Excel allows you to sort your

data Iin different ways

The report will generate and then
a message will pop up indicating

it has run. In most cases, reports Your report is in process and
will be emailed to the email that is will be sent via email to
associated with the portal account.

The email should be received almost

instantaneously. “

DeltaDentalCO.com 14 ‘ & DELTA DENTAL
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The email with the reDOI’t attachment From: "No_Reply@ddpco.com" <No_Reply@ddpco.com>

Wl” come from NO Rep|y@ddpcocom Date: Tuesday, April 6, 2021 at 10:06 AM
- To:

W|th the Su bjeCt: Delta deﬂtal Report Subject: ENC: ENC: Delta Dental Report Generation: ABC Industries - Enrollment By Member Type
Generation: (Group Name) - (Report
Enrollment By Member Type

Name)

"ABC Industries (Billing)
The first page is a summary, and the EnVElFG VeI 1Es

. i Period: 04/06/2020 to 04/06/2021

second (tab in Excel) contains the Product Line: (Dental
d eta | | ) W - Members . Subscribers . Spouses . Dependents .

gt — & DELTA DENTAL

DeltaDentalCO.com 15 & DELTA DENTAL
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Delta Dental of Colorado

System Upgrade:
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Other Changes Impacting Employer Groups

Questions about the employer portal can be directed to your account manager. There are
additional resources, including video tutorials, available on the resource library.

Account Structure Changes @

One of the biggest changes you'll see is how your account is structured, which will be
highlighted by group number(s) going into one top account.

* With this change, you will be able to track and report new details (called attributes)
about your members, such as their status, type, and what department they work in.

* This change will provide you with more robust tracking and reporting on your
membership.

* This new functionality will impact enrollment, billing, and reports.
** If you submit eligibility electronically, you will continue to send your files in the same
format you currently do, so there will be no changes to submitting EE files.

«  We will be mapping your current account number into the new account structure.

+ After the upgrade is completed, the way in which you view billing, reporting, etc. will
be under the top account.

Within the new structure, every group will have three account numbers: Top Account, Sub-
Account, and Sub-Sub Account.

* For simplicity, top-account is your group number preceded by zeros.

* Sub-account is your billing account. If you don’t have multiple billing contacts; you will
only have one sub-account.

* Sub-sub account is where your membership resides.

DeltaDentalCO.com 16 ‘ & DELTA DENTAL
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This chart breaks it down further and shows examples:

New Term

Top Account

Definition

This is the legal name of
your business.

How it is Represented

The Top Account num-
ber is your group num-
ber preceded by zeros
to compose an 11-digit
number.

Example

00000123456
ABC Company, Inc

Sub-Account

Groups are billed at the
Sub-Account level. Mul-
tiple Sub-Accounts are
only necessary if you re-
quire multiple bills (e.g.,
there are different bill-
ing contacts for certain
populations, bills are sent
to multiple addresses or
there is more than one
billing cycle).

The Sub-Account is your
Top Account number
followed by a separate
ten-digit number unique
to a billing address.

Sub-Sub Account

You will only have more
than one Sub-Sub-Ac-
count if you have mul-
tiple eligibility sources
(e.g., your active popula-
tion is sent electronically
but COBRA is submitted
manually).

Membership resides at
the Sub-Sub-Account
level. Subscriber attribute
information (department,
COBRA, union, etc.) no
longer define the num-
ber of sublocations that
a group will have. These
are now kept within the
subscriber records.

The Sub-Sub-Account
number will include

your Top Account and
Sub-Account numbers
followed by 10-digits
ending in the number of
eligibility sources you
use — electronic, manual,
or both.

00000123456-
0000000001-
0000000001

ABC Company, Inc Foun-
dation Manual (Member-
ship)

00000123456-
0000000001-
0000000002
ABC Company, Inc Foun-
dation EDI (Membership)

00000123456-
0000000001-
0000000001

ABC Company, Inc Foun-
dation Grantees Manual
(Membership)

00000123456-
0000000001-
0000000002

ABC Company, Inc
Foundation Grantees EDI
(Membership)

Note: To make it easier, if you are filling out paper forms or talking to any of our
representatives about your account, you don’t need all the zeros!

Your account manager has provided you with a digital copy of your account structure. You
will need these details when you enroll employees or make eligibility changes. Contact your
account manager with any questions regarding your account structure.

DeltaDentalCO.com

an -
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Delta Dental of Colorado

System Upgrade:
Employer Guide

Other Changes Impacting Employer Groups

Enrollment Attributes

* There will be five new attributes for members to be enrolled in: employment status,
employee type, union status, department, and benefit plan.

* This will allow you more detailed sorting and tracking of your membership, and you
will no longer track employees by separate locations.

Enrollment Process

If you currently submit eligibility electronically, you will not need to adjust your file to the
new structure at this time. We are mapping your sub-locations to the new structure.

If you use paper enrollment forms, you will need to use the updated form, found under
Forms & Docs on the portal, to reflect the new account structure.

Termination Dates @

The format of termination dates is changing from “through date” to “to date”. So currently,
coverage is active through a particular date.

+ For example: 1/1/2021 THROUGH 12/31/2021. Last day of coverage is 12/31/2021.

The new format will require you to enter the date AFTER the last date of coverage or date
up to which coverage was active.

+ For example: 1/1/2021 TO (but not including) 1/1/2022. Last day of coverage is still
12/31/2021.
o Another way of looking at it is the termination date is now the first day
without coverage

The period that the member was covered has NOT changed, but you will see it on reports
and when entering termination dates for members and/or accounts.

DeltaDentalCO.com 18 ‘ & DELTA DENTAL
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Delta Dental of Colorado

System Upgrade:
Employer Guide

Other Changes Impacting Employer Groups

Tier Rates

One of the changes groups will see is a shift to a standard five-tier rate structure. The new structure
will give you more flexibility in your rate and coverage options, if you need it.

If you currently submit eligibility electronically, you will not need to adjust your file to the new tier
rate structure at this time. We are mapping them to the new structure. If you manually enroll or make
manual modifications to your current enrollment, you will need your new attributes.

Below please find a detailed outline of how DDCO will map commonly used current structures to the
new structure.

Five-Tier Five-Tier

Subscriber Subscriber

Three-Tier

Subscriber Subscriber + Spouse Subscriber Subscriber + Spouse

Subscriber + Deps Subscriber + 1

Subscriber + Child Subscriber + 2/more Subscriber + Child

Subscriber + Children

Subscriber + Children
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Four-Tier Five-Tier

Subscriber Subscriber

Subscriber + Spouse

Subscriber + Spouse

Subscriber + Child/ren

Subscriber + Family Subscriber + Child

Subscriber + Children

Five-Tier

Subscriber
Subscriber + Spouse

Composite

Composite

Subscriber + Child

Subscriber + Children

It’s also important to note that the change in tier rate structure will not result in a different monthly or
annual billed amount. Please see the example below of a monthly bill being calculated using a standard

four-tier rate structure vs. the five-tier rate structure:

Four-Tier Name

Four-Tier Enrollment

Four-Tier Rate

Subscriber 25 $25
Subscriber + Spouse 10 $50
Subscriber + Child/ren 5 $65
Subscriber + Family 8 $10O
Billed Amount; $2,330
Five-Tier Name Five-Tier Enrollment Five-Tier Rate

Subscriber 25 $25
Subscriber + Spouse 10 $50
Family 8 $110
Subscriber + Child 3 $65
Subscriber + Children 2 $65
Billed Amount: $2,330
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Other Changes Impacting Employer Groups

Billing
For many of our groups, there will be some adjustments to billing cycles which will impact both when invoices are
generated and when payments are due. We have outlined the changes below to show the invoicing and payment

due dates. The calendars that follow offer a sample of scheduling. Be sure to refer to the titles for each calendar to
determine which applies to your type of group.

If you have any questions regarding these billing changes, please feel free to reach out to our billing department at
billing@ddpco.com or 303-889-8618.

Fully insured groups:
* If you receive a monthly invoice, there is no change to your billing cycle. Payment is due by the first of the
month being billed.
* If your payment is made via draft on a monthly basis, that will now occur only on the first business day of the
month. There will no longer be an option to have your payment draft at any time.
¢ Monthly premiums for the upcoming month will be invoiced on the 7th business day of the month.
» Retro charged or credited for up to 6 months and/or to the date of service of last claim in history.
Self-funded groups:
« There will be changes to when your bills will be generated and they will be due upon receipt.
* Bills will no longer be included as attachments on your billing email notice. You will need to log in to the
secure employer portal to view your bill.
* No retro charged or credited.
* The calendars below will help guide you through the new dates.

Weekly:
« Claims will be invoiced every Tuesday and drafted every Wednesday.

* Final claims will be invoiced the last business day of the month and are due upon receipt.

* |If your payment is made via draft, that will occur on the first business day of the following month.
(If the last Tuesday of the month falls within the same week as the last business day, the final claims
invoice will include all claims filed since the prior Tuesday.)

« Admin fees will be invoiced on the last business day of the month, and drafted on the 15th of the
following month.

Monthly:
* Claims and admin fees will be invoiced the last business day of the month and are due on the 15th of

the following month.
» If your payment is made via draft, that will occur on the 15th of the following month.
All groups:
» If the first day of the month or the 15th falls on a holiday or weekend, invoicing/drafting will default to the
next business day.
« If the last day of the month falls on a holiday or weekend, invoicing/drafting will default to the previous

business day.
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Fully Insured Sample Calendar

1 2 3

ACH draft generated

4 5 6 7 8 9 10

Seventh business
day

Pre-bill month
premiums invoiced

1 12 14 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31
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Self-Funded Weekly Sample Calendar

1 2 3
Prior month final
claims drafted
4 5 6 7 8 9 10
Claims invoiced Claims drafted
n 12 13 14 15 16 17
Claims invoiced Claims drafted Prior month admin
fee drafted
18 19 20 21 22 23 24
Claims invoiced Claims drafted
25 26 27 28 29 30 31

Final claims invoiced
Admin fee invoiced

1 2 3 4 5 6 7
Prior month final Claims invoiced Claims drafted
claims drafted
8 9 10 n 12 13 14
Claims invoiced Claims drafted
15 16 17 18 19 20 21
Prior month admin | Claims invoiced Claims drafted
fee drafted
22 23 24 25 26 27 28
Claims invoiced Claims drafted
29 30 31

Final claims invoiced
Admin fee invoiced

1 2 3 4
Prior month final
claims drafted
5 6 7 8 9 10 n
Claims invoiced Claims drafted
| -
12 13 14 15 16 17 18
Prior month admin
Q Claims invoiced fee drafted
E Claims drafted
) 19 20 21 22 23 24 25
) Claims invoiced Claims drafted
Q' 26 27 28 29 30
@
)] Acmin fee invorced
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Self-Funded Monthly Sample Calendar

1 2 3
4 5 6 7 8 9 10
1 12 14 14 15 16 17

Prior month claims
and admin fee
drafted

18 19 20 21 22 23 24
25 26 27 28 29 30 31

Claims and admin
fee invoiced
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Other Changes Impacting Employer Groups

Reporting @

Reports will include the new account structure, tier-rates and enrollment attributes.
You will still access reporting through the employer portal.

You will be able to view reports either as a PDF or Excel file. Selecting Excel allows you to sort
your data in different ways leveraging the new employee attributes. For example, you can view all
employees in a particular department or employment status.

Once the report is processed, it will be emailed to the email associated with the portal account.
Reports will generate and email almost instantaneously.
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