Employer Portal User Training Guide

Messages
The message center allows portal users a secure way to contact us.

.
& DELTA DENTAL brome oo

Employees Message Center

To saarch for 3 Membar using the Basie Sesrch, salsct the oplien in the drop dev lo seareh by Member D of S5H

To search far 2 Membsr using the Advanced Search, enter:

+ "Group™ 10 list 38 Memnbers and any dependents. You must enter 3t least one group number
+ "Last Hame" and “Group® fo search for 2 speciic Member You cam alsa enfer the “First Name' andior “Diabe of Birth™
+ Click o he “Search” button
Any Member(s) found will be listed below. To review the current ehgibisy status for 3 specific Member ciick on the Member's Name.
Before Adding & New Member, use the search options 1o perfom 3 search of the Subscriber. If no results are returmed, click on the Add New Member button at the battom of the
page.
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Mame Member ID Group Date of Birth Status Relationship Code Belationship Description

® Prnt Results (B Download Results

donws, Sam MTee 100 151962 Active 8 Insured (PolicyhoiderEmpioyee}
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Add New Member

Messages will list all messages in your inbox with an associated Tracking #.
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Search By Sort Results

| Tracking # v] | I | Tracking # V| | Descending hd

& Inbox (0) A Sent(116) & Drafts (0) &4 Archived

O Subject From Received Tracking # Status

No records found
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