& DELTA DENTAL

Job Aid — Make a Recurring Payment

1. Click Make Payment to make a recurring payment.
Notes:

« This only displays if you have the necessary security to make a payment.

» The first time you are making a payment, you will be asked to choose a security
image and give it a label. This will insure you that the notification is from us.

= et up Account Security
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B Make Payment Choose a Security Image and give it a label

You'll see your selected security image and label in email notifications. When you see
your image and label on a notification, you can be sure it is from us.
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D By clicking this box, you are enrolling in this service and have read and agree to the Terms of Service for this site.

2. Click Recurring Payment.

m Home Pay My Bills | Recurring Payment | # ABC Ce., Besten

Pay My Bills

= MESSAGES View

3. Click Create New Recurring Payment.

Home Pay My Bills Recurring Payment

Recurring Payment

New Recurring Payment

Recurring Payment

Recurring Payment Message Example:
Auto-Pay will bagin following the first billing cycle after you have et up the Recurring Payrment. If an invoice is generated in March for an April payment and

Continue to pay as usual until you receive an email notifying you the Recuriing Payments are being you select Recurring Payment:
processed. Iy 1. You will still need to make the April payment as a one-time

payment online
2. The first recurring payment will be for May
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4. Enter a name for the payment in the Payment Name box (i.e. ABC Company,
Monthly Dental Payment).

Note: You must set up recurring for each subgroup separately.
5. Click Continue.



6. Select the day of the month you want Delta Dental to withdraw the money, in the
When would you like to make your payment box.

7. In the Payment Amount section, select the Amount Due.

Note: The amount due on the bill is the total amount due, including any past due
balances shown on the invoice.
8. In the Keep Making This Payment Section, select one of the following:

a. | Stop the Payment: the recurring payment will continue until it's cancelled.
b. Number of Payments: allows you to enter a specific number of payments.

c. Specific Date: allows you to enter a specific date when you want to stop
recurring payments. The recurring payment will execute up to and including
the date entered.

9. Optional: Click the box to Send a reminder a certain number of days before the
payment is processed.

10.Click Continue.
11.0n the Recurring Payment Setup screen:
a. Select a payment method from the dropdown, if it is already created or
b. Click Add a Payment Method to create a new one.
i. Enter the bank information.
ii. Click Add. This will bring you back to the Payment page.

Add A Payment Method

I sank account

Account Type Account &

Banking Type Re-onter Account &

Checking Account Savings Account 123458

Give This Account a Nickname Pay to the
Order of
Delta Dental Payment

Name on the Account
12123456789 I!UDU]ESNSEII' 3133

ABC Company 1 \
Routing Number Account Number

Routing Number =
Make sure to use your bank account number, ot your ATM

123456789 or Debit card number.
Anybank USA

By selecting "Agree and Add Account’, you authorize the information you've provided on the abave account to be used for

creation of a charge to the account listed above, You also af the information you provided is cormect, that you are a

signer on the account above and there are available funds to cover the amount of any transactions that you authorize.

E Agree and Add Account

Add

12.The Recurring Payment Setup — Payment Method section will reappear. If there is
more than one payment method, select the correct banking information from the
drop down.

13.Click Continue.



14.0n the Billing Authorization screen, click By checking this box you agree to the
terms and conditions stated above.

15.Click Finish. A confirmation page will appear.

Note: Click the Review/Edit/Delete button if you want to review, make changes or
delete the recurring payment.
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16.Click Pay My Bills if you want to return to the main payment screen. You must pay
any outstanding balances before Recurring Payment begins.



