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Broker Individual Business Web Portal
A dedicated resource to service your individual Delta Dental of Virginia clients —  
www.DeltaDentalCoversMyClient.com.

Features of the broker portal

A secure web portal with access to a direct link  
to your personal broker portal
For best results, use Chrome as your browser.

Access client policy information such as: 
•  Identification numbers;

•  Renewal periods;

•  Billing history; and

•    Policy documents such as:

 –  ID cards;

 –  Declaration pages;

 –  Policy contracts;

 –  Renewal documents; and
 –  Other state-specific documents.

Service individual Delta Dental of Virginia  
clients through:
•  Processing premium payments;

•  Updating automatic premium payment methods;

•  Updating client contact information; and
•  Submitting plan changes and terminations.

Find information on a dedicated Broker Hotline
The Broker Hotline at 844-335-8275 connects you to 
Customer Service for help with information you need 
to serve your clients.

Email portal questions and feedback  
to WeLoveBrokers@DeltaDentalCoversMe.com.

Continued on next page
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Portal Main Menu

1. The Main Menu displays current client listings alphabetically by last name. You can also search by client name. 

2. Each client displays with policy ID, policy name and contract details.

3.  Click Request Link to Existing Client to send an email request to the account administrator  
to add that client to your portal book.

4. Click + Enroll Customer to view your personal webpage for quoting and enrolling new clients.

Continued on next page
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Client Home (My Account)

Click on a specific client to go from the Main Page to the My Account page. This is where you can view  
and initiate updates and transactions on a client’s behalf.

The My Account page has four sections:

1. Profile

2. Payment Information

3. Benefits & Policy

4. Document Center

Continued on next page

21

3 4



s Delta Dental of Virginia  |  5415 Airport Road, Roanoke, VA 24012  |  844-335-8275  |  DeltaDentalVA.com

Profile — View/Update Client Contact Information

From the Profile section of the My Account page, select View/Update Client Contact Info to update  
a client’s address, email and phone number. All updates take effect after you hit “Submit”. 

Continued on next page
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Profile — Email Preferences

From the Profile section of the My Account page, select Email Preferences to change how a client  
receives policy information and notifications. Examples include benefit explanations, policy documents  
and billing reminders.

Continued on next page
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Payment Information — Make a Payment

1.  Select Make a Payment from the Payment Information section of the My Account page to go to  
the Pay Now page. 

2.  The Make a Payment section allows you to make a one-time or advanced payment for your client  
via electronic funds transfer (EFT) or credit card. Payments set up using EFT or credit card remit  
automatically as long as the payment information is current. 

3.  Select the Pay Now button at the bottom of the screen to process the payment. The policyholder’s  
chosen payment information in this section is secured, so it is not fully visible. 

Continued on next page
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Payment Information — Update Payment Information

Select Update Payment Information from the Payment Information section of the My Account page to update  
a client’s automatic billing payment method. Automatic payments can be electronic funds transfers or  
credit card transactions and occur on the 27th of the month.

The policyholder’s chosen payment information in this section is secured, so it is not fully visible.

Continued on next page
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Payment Information — View Client Billing History

From the Payment Information section of the My Account page, select View Billing History.

The View Billing History section will allow you to view:

1. A client’s payment history within a specific date period

2. The amount of premium paid

3. The payment method

4. The date of the payment

Continued on next page
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Benefits & Policy — Benefits & Eligibility

Coming soon: In the Benefits & Policy section of the My Account page, you will be able to select  
Benefits & Eligibility. The Benefits & Eligibility section will display client information such as  
coverage levels, maximum used and deductibles. Currently you can access this information by  
calling the dedicated Broker Hotline.

Continued on next page
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Benefits & Policy — Add/Remove Dependents

The Add/Remove Dependents section in the broker portal takes you through step-by-step instructions for 
making changes to a client’s policy and includes required forms to fill out and send to Customer Service  
via mail or fax.

Continued on next page
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Benefits & Policy — Terminate Policy

The Terminate Policy section in the broker portal takes you through step-by-step instructions for terminating a 
client’s policy, including the required forms to fill out and send to Customer Service via mail or fax.

Continued on next page
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Document Center — Download ID Cards

The Download ID Cards link opens a printable version of a client’s ID card.

Continued on next page
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Document Center — Download Declaration

The Download Declaration link opens a printable version of your client’s declaration page. The declaration page 
displays current enrollment information.

Continued on next page
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Document Center — Download Policy Contract

The Download Policy Contract link will open a printable version of the client’s current policy contract.

Continued on next page
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Broker Hotline

If you need support, Delta Dental offers a Broker Hotline at 844-335-8275.

Representatives are available to:

•  Confirm you are linked to a specific client policy;

•  Provide enrollment and policy information for a client;

•  Answer general policy and coverage questions; and

•  Help you use your unique broker portal for quoting and enrollment.

For information on the appointment process to receive commissions on Delta Dental Individual and  
Family Plans, as well as commission payment information, go to DeltaDentalVA.com/brokers.html.
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