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Purpose

The purpose of this document is tdcate internal business users on how to use the
Benefit Manager Toolk&application for all manual eligibility and related activities

Glossary

With the launch oBenefit Manager Toolkit®ou will notice some new terminology.

. St2¢6 Aa I ftAAG 2F GKS ySé ¢2NRa yR gKI G G
1 Admin Payer replaces the field previously known Admin Plan

Payerc replaces the field previously known Bian

Groupc replaces the field previously known @fient

Subgroupc replaces the field previously known 8sibclient

Alternate IDq replaces the field prasusly known a£AID

System Generated IQ replaces the field previously known B#\l

== =2 =2 2 2
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1. Benefit Manager Toolkit®

Benefit Manager Toolkit® an applicatiorthat allowsgroups, agents, agencies, and
associationso perform a varietyof manualeligibiity functions including adding and
modifying member information. These updates are performed in real time.

Click on the topics below for information on specBienefit Manager Toolkitfinctions:

Viewing

Access group information

View family information

View group benefits

View member information

View covera ge type information

=2 =4 =4 4 4 -4

View status information

Adding

i Add new primary members (subscribers)

1 Add family members to a subscriber
Updating

9 Update subscribers, spouses, and dependents

1 Update custodial parent information

1 Copy eligibility

1 Transfer members
Tracking and printing
1 PrintID cards

View a summary of changes made in a session

1
1 View reports
9 View billing reports

2. Signing On
Visithttps://www.benefit managertoolkit.comto access the site

1. Enter yourusername in the&Jsernamdield. (hint: username and passwordli\be the
same as old BMT

2. Enter yourpassword in thePasswordield.
3. ClickLog In
4. You will be signed in and taken to tanage Eligibilityscreen
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https://www.benefit/

O DELTADENTAL | Benefit Manager Toolkit® ~ TESTRAINBOW | SIGN OUT

Manage Eligibility

Member Add Member

Date of Birth
| B | [

As of Date

uired
14
= | mm/dd/yyyy a]

[_] Single Name

(=1]

3. Search for a Group

3.1 SEARCH ACTIVEOGIR OR SUBGROUP

Users can access the workflow to Search for a Group or Subgroup from multiple places
within Benefit Manager Toolkit@ncludingAdd Member, Benefits Inquiry and other
workflows includingCopy Memberand Transfer Member Screenshatbelow reference
searching for a group from th&enefits Inquiryworkflow.

In mostinstances, you will have the option to select theyer(e.g. IMPM) in which you
would like to search, although this is not required. Selecting a Payer will limit your search to
Groups andsubgroups within that Payer.

To conduct a search, you are required to ertBpup ID olGroup Nameyou may enter

both. You can conduct a wildcard seacchthese fields by entering at least one number or
one name followed by . Performing a wild card aech on Group ID will return any groups
that begin with the number or numbers you entered before the asterisk. For example,
searching orb0* could return group$010, 5011, 501But not group5140.Likewise you

can conduct a wildcard search on Group Narfer example, searching f@reat* could
return results forGreat Lakes Managemergreater Wine and Spiritand Greatest
Showman, Inc.

After entering your search criteria in Group Name or Groupr#3sSearch
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O DELTADENTAL | Benefit Manager Toolkit ® TEST RAINBOW SIGN OUT

‘—u_l

) Benefits Inquiry

Group Benefits

As Of Date

Payer Group ID Subgroup ID
= ) = W | ==
Group e -
= [ | | 7 e

RESET SEARCH

o]

Once you search byG@roup IDor Name matching Groups will appear below. Select the
desiredGroup. After a Group is selected, the applicable Subgroups will appslaw. If you

only have authorizations for one group, then the applicable Subgroups will automatically

appear below.You wil then select theSubgroupF 2 NJ ¢ KA OK @2 dzQR f A1 S G2
action.

& DELTA DENTAL Benefit Manager Toolkit ®

Benefits Inquiry

3.2 SEARCH FUTURHIWE GROUP OR SUBGRO

When searching for Subgrouphat is not effective until a date in the future, you must

supply anAs of Date For example, iftheessa G SY RI 0S 66 KAOK RBSTI dzf (&
12/01/2021, but the Subgroup is not effective until 01/01/2028 order to return that

result, you will need to specify 01/01/2022 as the of Date Then you will be ablet

continue the workflow

3.3 SELET A GROUP AND SUBGWR

You may not need or want to search for a group if you only have access to a small number
of Groups and Subgroups. It is easiest to just click itstiiepfield and a dropdown will
appear that displays only the groups for which ymve authorizations. After selecting a
Group, you will then be able to do the same action in $hesgroupfield and you will be
presented with only the subgroups within the Group you selected, according to your
authorizations
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& DELTA DENTAL Benefit Manager Toolkit & TEST RAINBOW | SIGN OUT

Manage Eligibility

Member Add Member

zzzzz

4. Search for a Member

ToSearch for a Membdyegin by navigating to thilember tab within theMember
Eligibility section You can specify a member Bember Numberor by a combination of
FirstName, st nameand Date of Birth.

Searchresults will appearbased on the inputtedriteria. Click anywhere on thdesired
recordto view that enrollment.

F¢e2 £20KGS | 5SLISYRSyGs aSEHNOK F2N (K

& DELTA DENTAL Benefit Manager Toolkit ® TEST RAINBOW { SIGN OUT

Manage Eligibility

M \GE
ELGBILITY Member Add Member

Member Numbar First Name Last Name Date of Birth

Izozlososs ] | J | mm/dd/yyyy

As of Date

= I mm/dd/yyyy a] ]

D Single Name

RESET SEARCH

showing 1 result(s) of 1

F'j First Name Last Name DOB Member ID Alternate ID System Generated 1D Payer ID___ Group _ Subgrou| Status Effective Date
S — — —

=]
R John Doe os/0s/iges 9055 - - DDPMI 10703 000] 08/01/2021 I

4.1SEARCH BY MEMBERWBER
Fecify a member bivlember Number(Member ID, Alternate ID, or System Generated ID)
andthen pressSearch.

4.2 SEARCH BYULL NAME WITH DAOE BIRTH AS OPTIONAL

(s}
P
(p))
—
[
w»
<

{LISOATE | YSY0oSNDa amiNgn preskskarcSTo hefpRarrpwdavin b | Y'S
thea S NOK NBadz G§azx @2dz Ol y 2 LJiA 2YgucanicénactalJS OA F &

wildcard search on the first and last name. You do this by entering at least one letter
followed by*. Performing a wild card search on First Name will returnraagnbers whose
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name begin with the letter or lettergou entered before the asterisk. For example,
searching oo in the First Name field anBm*in the Last Name fieldotild return results
for Joe Smith, John Smith, Joey Smits, Job Smuthers, etc.

4.3 SEARCH BY SINGIMME WITH DATE OFRBH AS OPTIONAL
To locatemembers thatexist in the system without a Last Name, selecthegle Name
indicators A LJISOAF& (KS Y StdenprésdarcCANEG bl YS | yR

4.4 SEARCH FOR MEMBHEIRH AN AS OF DATE
If you do not specify an As of Date, then all enrolimentkhe returned with the most
recent slice of Eligibility this includes Future Active and Future Inactive.

Optionally you can specify an As of Date to see only enroliments in effect as of the date

entered. For example, if there is a record with an efifee date of 06/01/2020 and you have
SYGSNBR Fy 1'a 2F 5FGS LINA2NJ (2 (KI Galere2dz 62y
would show a status and effective date in the search results.

5. View Member Information

After searching for and selectingecord, the Enrollment DetailsScreerwill be the starting
point for all membetrelated actions.

This screen has four key sections:

1 Plan Detailssection documents all relevant Group, Subgroup, and Contract
information.
1 Family Enrollmensection would detd any family members inctied within this
{ dzo AONAOSNRa SyNRffYSYyuo
 MemberDetailsg A f £ & K2 g RefsBnalEligiblioy, andloitact
information, in addition to Eligibility History.
Coverage Informatiomwill display additional details about the M&S N a O2 S NI 3
Each section can be expanded or collapsgdelecting thearet icondepending on
where you wouldike to focus. When the caret icon displayshe section is

collapsed, when the caret icon showshe section is expanded

= =
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O DELTADENTAL = Benefit Manager Toolkit ® TEST RAINBOW SIGN OUT

|?|’|\ John Doe (subscriber) SWITCH MEMBER
<< Back To Results

Group Type: Benefit Period:
Plan:

5.1 VIEWPLAN DETAILS
ThePlanDetailsincludes the following sections:

Group

1 Group IDt the unique number assigned to the group
1 Group Nama the name of the group, generally including the company name and
sometimes a brief description of the type of ptayee coered under this group

1 Effective Data the date when status occurred

1 Group Health Plan Certill be yes or npFor risk clients, if the client has signed the
Group Health Plan Certificate, they have met HIPAA requirements to receive
Protected Health Irdrmation (PHI) and this box should be checked. The Group
Health Plan Certificate allows Delta Dental to release PHI. ASO clients are NOT
required to sign the Group Health Plan Certificate

9 Statust whether the groups active or inactive

1 IDCardt indicates ifID cardsare configured at the Group levet yes, you can click
to view ID Card configuration details

Subgroup

1 Subgroup I the uniqgue number assigned to tisaibgroup

1 Subgoup Namet the name of thesubgroup, generally including the company
name and sometimes a brief description of the tyggeemployee covered under this
subgroup

1 Effective Data the date when status occurred

1 Group Health Plan Cegtwill be Yes or No

i Statust whether the subgroups active or inactive

1 ID Card indicates if ID cards are configured at the Subgroup level; if yes, you can
click to view ID Card configuration details

Contract

9 Periodc indicates that start and end dates of the contract
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1 Service Typeindicates the typef services covered by the contract; For example:
Dental, Vision

1 Enroliment Type indicates how dependents are enrolled (e.g., explicitly enrolled

with Dependent type, or added from claims with Family type)

Restriction Type indicates any restrictiondat might be configured

Credit Date Type indicates which type of Credit Restriction Dates, if any, can be

applied to a member

Funding Type& how the Group is charged, i.e. N&etention, ASO

COB Configuratiogindicates whether there is COB; if yesuyzan click to view COB

configuration details

1 Eligibility Age Limi indicates that there are eligibility age limii§ yes, you can click
to view configuration details

1 RetroactiveEligLimit¢ how far back (days, weeks, months, years) members can be
added or terminated

1 Missing Tooth Exclusianindicates if there is a missing tooth clause; if yes, you can
click to view configuration details

= =

= =

*If there is a Route Condition at either the Group or Subgroup Level, as shown in the image
below, the Reason asel as Effective Date will be shown at the top of the Platalls
section.

& DELTA DENTAL ‘ Benefit Manager Toolkit ®

5‘%.\ John Doe (Subscriber)

Member Details

Family Enroliment ~

5.2VIEW FAMILY ENROLLUIWIE

TheFamily Enrollmentists all family members and includes the following information for
each membeincludingMemberlID, Name Date of Birth Type Status Eligibility Effective
Date Special Attributeandindicates if they have beemergedat some point in time.

If they have a Custodial Parent or are Endangered or Overage then the applicable indicator
will appear to the right of their name.
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lfyouK 2 S NJ 2 @S NJ I, a tedbtip avifs apprar wikhliheir exact age
year/month/days.

Also, by ticking on theCoverage Typthat is displayedou will be taken directly to the
Coverage Information section where you can view the Coverage TypeyHisto

O DELTA DENTAL ‘ Benefit Manager Toolkit ®

B John Doe (Subscriber)

Group Type: Benefit Perlod:
Plan:

5.3VIEW MEMBER DETAILS
TheMember Detailssectionincludes allmember informationand allows you to make the
following actions:

1 SelectingD Cardlopens a dialogue box wheeeprintable version of the Member ID
Card, similar to what is displayed on Member Poff@hly available for Subscribers)
0 Usercan print only if they are Active
o User can ader a hard copy ithe Member isActive and the Groufsubgroup
is configured to abw it
0 Usercan view ID Card history if Group/Subgroup is configured for ID Cards.
1 Selecting/iew Historypresents options to viewhddress History, Attribute History,
andPerson HistoryAfter selecting a type of history to view, you will have the
optionto view Composite Historor viewTransactional History
1 If a Member is inactive, you may seléttinstateto opena dialogue box that will
walk you through the process of reinstating them to active or future active status
1 If a Member is active, you may selgcirminateto open a dialogue box that will
walk you through the process t#rminatingthem toinactive or futureinactive
status
1 Selectinglransferopens a dialogue box that will allow you to transfer the member
to adifferent group or subgrougOnly available when viewing the Subscrjber
1 SelectingCopyopens a dialogue box that will allow you to copy the member to a
different group or subgrougOnly available when viewing the Subscrjber
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ThePersonal fo section dsplays member informtéon including name, DOBRNd gender

1 EEORwIll show yes if the member has optdal to receiving only electronic EQBs
Email address is required to be opted into EEOBSs.
f Hovering the cursorovghe DOBg A f £ RA&LIX I &. 0KS YSYod6SNRa |

The Member ID Numbersection displays th&ember IDwhich is consideredensitive
dataandwill be automaticallyhidden untilVViewis selected; #ier selecting, the full value
will show for 30seconds or until you presside.

1 If configured, the Alternate ID with the Source in Parentheses will appear (ex:
123456789 (Group Assigned) vs. 987654321 (Delta AssigNeth)This is only
viewable for a Subscriber.

1 If configuredthe System Generated Mill display Note: This is orylviewable for a
Subscriber.

Member Details

ID CARD | VIEW HISTORY

Personal Info

Prefix

Last Name: Giles

First Name Rupert
Single Name Indicator, No

Middle Name

Suffix

Gender Unknown
Date of Birth 05/15/1985

EEOB Indicator No

Member ID Numbers

Member ID: = eeeey 6303 (View)
Alternate ID 931383806 (Group Assigned)
System Generated ID 05000005833724

TheEligibility section displaythe following information:

Member Type; Subscriber, Spouse or N@pouse Dependent
Eligibility Statug whether the member is Active, Future Active, Inactive, or Future
Inactive
 Eligiblity Status Reasoq¥ dzNIi KSNJ SELX I yIF A2y 2F (KS YSY
1 Hire Dateg (Subscriber only) if applicable, the date the Subscriber was hired
1 Eligibility Effective Date when thecoverage starts or endsjorks in combination
status, as shown in the tableelow
f ReceivedDateg KSYy (KS YSYOoSNRaA SyNRitYSyd sl a N
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EligibilityStatusesare listed below and are indicated throughdBénefit Manager Toolkit®
by the following color coded bars:

Indicator Description Status Date Is
Member is currently The first day the member
ACTIVE eligible became eligible
. The first day the member
Member is currently LT .
T becameineligible(e.g first
ineligible ;
day without coverage)
Member iseligible but has The day the member will
FUTURE INACTIVE a future termination date become ineligik#
Member is ineligible but The day the member will
FUTURE ACTIVE has a future effective date become eligible

TheContact Infosection displays th¥ SYo SNR& 3ISYySNIf | RRNBaaz Syl
numbers.

TheAdditional Attributes and Additional Addressesectiorsonly appears if the member
has any attributes configurediee More Here.

TheEligibility Historysection displays all current and past eligibilities for the selected
member. Toggling frorfompositeto Transactionaview dlows you to view additional
detailsaboutcBlli Ay I f 6SNXYGA2ya G2 I aSYoSNRa St A3IA

z

 Compositeca K2¢ga (G(KS YSYoOSNDa StAIAoAfAdGE &0 G
person is (or was) active

1 Transactionat details when a trasactionoccurred. An eligibility status change with
a transaction date later than the effective date indicates that, during that period, the
system was processing claims according to the previous eligibility status.
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A DEITADENTAL | Benefit Manager Toolkit ® TEST RAINBOW | SIGN OUT

John Doe (Subscriber)

Group Type:

4
= Family Enroliment ~

(B Member Details

ID CARD | VIEW HISTORY TERMINATE | TRANSFER | COPY | EDIT
(e
=1 Personal Info Eligibility Contact Info
Prefix: - Agidress: 123 ABC Street,
Anywhere, M|, 48888
= us
=]
(517) 555-5555.
A
o
Member ID Numbers
Memer I8 5055 (View)
A‘T Eligibility History COMPOSITE TRANSACTIONAL
5]
status From Date. Through Date Eligibility Status Reason ‘Walting Period Exempt
oa/on/aon JE——

5.4VIEW COVERAGE INFORNMON
TheCoverage Informationsectiong A f £ RAALI & FRRAGAZ2Y I RSOl AT
coveragencludingCoverage Code, Coverage Code DescrigtaiDates Toggling from
Compositeto Transactionaview dlows you to view additional details about certain
£ SN GA 2y acoietagel aSYoSNDa

1 Compositeg shows coverage type periods indicating whether the Subscriber, Spouse

and/or Dependents are (or were) covered.
1 Transactionat, details when a transaction ogored.
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& DELTA DENTAL Benefit Manager Toolkit ® TEST RAINBOW SIGN OUT

John Doe (Subscriber)

Payer: Group Type: Benefit Period:

Family Enroliment ~
Member Details ]

I COMPOSITE TRANSACTIONAL I

From Date Through Date

55VIEW DEPENDENT DEFRAI

To view dependent details seleBtvitchMemberin the top rightor selectthe dependent
& 2 dzQR f AnlF&miliie2roll@dnSettion. When you select the dependent, their
name will populate the header WithirstName LastName (Dependent)

Minnie Mouse (Subscriber) SWITCH MEMBER

Family Enroliment

Coverage Type: Subscriber, Spouse, Chilgren . ADDDEPENDENT

Member ID Name bos Mamber Type status Exgibility EffectiveDate  Special Attribute Merged

6. Additional Attributes and Addresses
In the Member Record, you will be able to view, add, edit, and remaigtional
Attributes and Additional Addresses

6.1 ADDITIONAL ATTRIBIETE

Additional Attributesare based ortonfigurations and will not alwayse an option for a
given Payer, Grougubgroupor Member. Alditionally, notall users ee able to view or
edit all of these details.

The list of additional attributes is below:

1 Biling FrequencyRequired for a Subsber when either the Group/Subgroup
support Coverage Continuation.
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& DELTA DENTAL

1 Member Benefit TypeRefers to which the benefit components applies (i.e.
grandfathered, late enrollee), if required

1 Designated Representativi® indicate who should or should not be given
information on the member.

1 Billing Division Code: A Required field for a Subscriber if specified in the Group
record. To meet this requirement, a Client Field 1 with a Value of up to 5 characters
must be added. This will populate on the Billing Subscililsing.

1 Client Field: Three fields that the client can use to describe the employee. Reports
can be produced based on this information.

f Special Attribute¢ KS&4S OFy RA&LIX I & o0l &aSR 2y |
and include the following:

a. Sponseoed: Sponsored Dependents whom you are legally responsible for
could include parents, grandparents and foreign exchange students.

b. Special Health Care Needs: Includes any physical, developmental, mental,
sensory, behavioral, cognitive, or emotional impairment or limiting condition
that requires medical management, healthcare intervention, and/or use of
specialized services or programi$e condition may be congenital,
developmental, or acquired through disease, trauma, or environmental
cause and may impose limitations in performing daily-sefntenance
activities or substantial limitations in a major life activity.

c. Adult (IRS) Depetent: An individual who is your dependent child according
to the U.S. Internal Revenue Code. This could include your unmarried or
married dependent child who is attending a university, college, community
college, junior college or trade school on a-futhe basis and for whom you
provide principal support.

COBRA: to indicate that a member(s) are on a COBRA status.

Handicapped: to indicate a permanently disabled child.

Retiree: to indicate that a member(s) are on a Retiree status.

Student: a dependent ¢ld who is attending university, college, community

college, junior college or trade school on a-file basis.

h. Surviving: The surviving spouse or child of a deceased subscriber.

VIP: Used for identification only, no functionality

e@~oa

7. Add Member

When adding a member be aware that if Electronic Eligibility files are sent, any changes
made throughBenefit Manager Toolkit®ill be overwritten by information in the next file.

D NZR dzl



7.1 ADD SUBSCRIBER

ToAdd a Membebegin by navigating to thadd Membertab within theMember
Eligibility sectionconducting &Search for a Group

' FGSN) aSt SOGAY3 I DNRdzL) ' YR { dzo ShitéPallizL) (G2 & KA C
required information which will be indicatetby the red bar orthe left side of the field.
Once the required information is entered then the red bar changes to green.

1 Last NameandFirst Nameare required. Prefix, Middle Name, and Suffix are
optional.

1 If the member has only one name (such as Cher or Madonna), seleStritheeName
Indicator.

1 TheEligibility Status Reasois preset to New Enrollment; if necessary, select
another option.

1 If the group or subgroup hasratro-enrollment limit and the date pu entered
exceeds the limit, you may override the rearollment limit. *Only some users will
have the ability to do this.

To complete the additionselectSave Changes
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& DELTA DENTAL' Benefit Manager Toolkit ® TEST RAINBOW SIGN OUT

Plan Detalls Group Type: Beneléll :r:r\oa:

Group Subgroup Route New Client Effective 01/01/2021

=k
ES
—_— Group Subgroup Contract
10703 oo01 Period Q012021 - 12/31/2022  Funcing Tyoa: Nan Retention
E Test ABC Group Dental €08 Conlig No
£ a1/on/20z Ivpe:  Dependent Eligibllity
N - Reparting & Months
: NoRestriction
= .
EF o
=
Member Details ~
0d
cn
Personal Info Eligibility Contact Info
- New enroliment =
’T‘.I /e /vy o
i ective | mm/dd /vy o
TS Tl s v
| 09/06/2021
ender: Unknown -
Date of Birth | mm/dd/yyyy =]
* This field is required
Member ID Numbers
Member 0 | ‘eaasaE
Additional Attributes e -
Category Sub-Category Tyoe Order value Start Date End Date
Additional Addresses ADD ADDITIONAL ADDRE ss
Type Full Name Address County Country Phone Number  StartDate End Date 8ad Address Indicator

7.2 ADD ADDITIONAL MEMBENFORMATION

These workflows allow you to view add less common information about the member. In
some cases, available options may be dependent upon the contract in effect at the time of
the change. There arevb workflows,Additional Attributesand Additional Addresses

To addadditional attributes:

1. OntheMember Detailsscreen, select thédd Attribute button for the information
you wish to change.

2. Work left to right, starting with theCategory and then the following fields will
either be indicated as required, optional, or not applicable

3. Fill out the remaining fields and seleetive Changdautton to save your changes
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To addadditional addresseselect AddAdditional Address and complete the workflow in
the subsequent dialogue box. Selé&ctveto save changes or seleétidto add anoher
additional address.

7.3 ADD FAMILENROLLMENTS
Once a subscriber has been added, you can add the subscriber's family members.
1. If the subscriber's information is not currently displayed in the Family Information

section, access the member as describe8dmrch for a Member
2. SelectAdd Dependent

3. TheAdd Dependenscreen displays information about the plagrpup and
subgroup,and the member numbeReceived Dates set to the current datesome
users will be able tenter a different date if necessary. Fill in the member's
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