
Getting to Know the 
Administrator Web Portal



Overview

 Register your group

 Navigate the portal

 Search for an existing member

 View enrollment summary

 Add a new subscriber or dependent

 Terminate a member

 View monthly Administrative 
Invoices and Check Run Reports

 Retrieve program documents

 View your roster report

 Update account settings

 Contact Direct Dental

In this reference guide administrators will learn how to:



Portal Registration
You will receive an email to register as the administrator of your 
group from memberservices@directdentalplans.com. Click the link 
in the email to be directed to the registration page.

For your convenience, we’ve populated your group number for you.
All you’ll need to enter is your:

 First and last name

 Email address

 Valid user name

 Password meeting our security requirements

 4-digit pin

Note – Currently the portal only allows one portal administrator per 
group. Please remember to save your credentials and share the login 
details only with administrators who also require access.



Logging into the Portal
Once you have registered to use the 
portal, you will simply navigate to 
www.directdentalplans.com and 
login as a Returning User using your 
user name and password. 

If at any time you forget your 
username or password, follow the 
links to assist you in retrieving your 
credentials.

Note – If an incorrect password is 
entered 3 times, you will be locked 
out and will need to contact Portal 
Support at 844-275-8758 or email 
helpdesk@directdentalplans.com to 
reset the password. You will receive 
an email to reset your password.



Navigating the Portal

Once inside the portal, rely on 
the top navigation tool bar to 
find the information you’re 
looking for. 

You’ll see options for enrollment, 
invoices, documents, roster 
reports and your account.



Search for a Member
Go to Enrollment > Member Search.

To search for a member, you must enter a combination of 
at least two demographics:

 Last name and date of birth.

– or –

 Subscriber ID and date of birth.

Click Select next to the record you wish to view.

Note – Your Administrative Invoice lists the Subscriber ID 
numbers for all members in your group.



Enrollment Summary
On the Enrollment Summary page you 
can review and update:

 The demographics of the member.

 The benefit plan of the member.

 The Subscriber ID of the member.

 The status of the member.

Note – You can also view existing 
dependents, add a new dependent or 
terminate the policy through the 
Enrollment Summary page.



Add a New Subscriber
On the top navigation bar, select 
Enrollment > Add Subscriber.

At a minimum, fill in the required fields 
then click Review. This will pull up a sample 
enrollment summary of the new subscriber 
for you to review.

If all fields are correct, click Add.



Subscriber Qualifying Event

The Qualifying Event is the reason the employee 
you are trying to add is eligible to receive benefits:

 Annual Open Enrollment

 Loss of other Health Care Coverage

 New Hire



Subscriber Event Date: New Hire

The Event Date for a New Hire is always the 
Date of Hire.

The system will automatically calculate the 
effective date for new hires based on the 
event date using the enrollment rules for 
your plan.

Note – If for any reason you need to enroll a 
member outside of the enrollment rules of 
your plan, please send the enrollment form 
to enrollment@directdentalplans.com and 
we will process your application within two 
business days.

Date of 
Hire



Subscriber Event Date: Open Enrollment

The Event Date for Annual Open Enrollment is 
always the date the enrollment paperwork is 
completed during the open enrollment period 
and not the effective date.

The system will automatically calculate the 
effective date for open enrollment based on 
the event date using the enrollment rules for 
your plan.

Note – If for any reason you need to enroll a 
member outside of the enrollment rules of 
your plan, please send the enrollment form to 
enrollment@directdentalplans.com and we 
will process your application within two 
business days.

Date of 
completion



Subscriber Event Date: Loss of Other Coverage

The Event Date for Loss of other Health Care 
Coverage is always the date the other 
coverage was lost and not the effective date.

The system will automatically calculate the 
effective date for open enrollment based on 
the event date using the enrollment rules for 
your plan.

Note – If for any reason you need to enroll a 
member outside of the enrollment rules of 
your plan, please send the enrollment form 
to enrollment@directdentalplans.com and 
we will process your application within two 
business days.

Date of lost 
coverage



Retroactive Enrollments
If you attempt to retroactively enroll a member or 
dependent more than one month prior to the current
month, you’ll receive a prompt denying your request. 

This is to ensure accurate billing and that the 
appropriate debits and credits are accounted for on 
your next bill. 

For these historic records, please send the enrollment 
form to enrollment@directdentalplans.com 
and we will process your enrollment within two 
business days.



Add a Dependent
To add a dependent, search for the 
employee and navigate to their 
Enrollment Summary. 

Click the Add Dependent button at the 
bottom of the summary page to bring up 
the add dependent page.

Note – You must always enroll a 
subscriber before enrolling a dependent.



Add a Dependent
Fill out at a minimum the required fields and indicate a 
Qualifying Event and Event Date. The event date follows the 
enrollment rules for your plan and should be the date the 
change occurred.

Note – If for any reason you need to enroll a dependent 
outside of the enrollment rules of your plan, please send the 
enrollment form to enrollment@directdentalplans.com and 
we will process your application within two business days.

Once complete, click Review to review your record, and then 
Add the record.

Now, on the Enrollment Summary page, you will see a section 
for Dependent Coverage. Click on View Details to view 
dependent enrollment details.



Terminate a Member
To terminate a member, search for the 
employee and navigate to their 
Enrollment Summary. 

Click the Terminate Policy button at the 
bottom of the summary page to bring up 
the member termination page.



Terminate a Member
On the Terminate Policy page, select 
the Termination Reason and input the 
Event Date.

The Event Date follows the termination 
rules for your plan and should be the 
date the change occurred.

Then click Terminate Policy.

Note – To terminate coverage effective 
more than 30 days ago, send an 
enrollment form or email request to 
enrollment@directdentalplans.com. 
This is to ensure your monthly billing 
prior period adjustments are accurate.



Terminate a Dependent
To terminate a dependent, first 
search for the associated employee 
and navigate to their Enrollment 
Summary. 

Scroll down to the bottom of the 
page to Dependent Coverage.

Click View Details next to the 
dependent you wish to terminate.



Terminate a Dependent

Scroll to the bottom of the 
Dependent Enrollment Summary 
page and select Drop Dependent.



Dependent Drop Reason & Event Date

Indicate the appropriate Drop Reason 
from the list of available choices.

The Event Date follows the 
termination rules for your plan and 
should be the date the change 
occurred.

Select Drop Dependent to process the 
termination.



Retroactive Terminations
If you attempt to retroactively terminate a 
member or dependent more than one month 
prior to the current month, you will receive a 
prompt denying your request. 

This is to ensure your monthly billing prior period 
adjustments are accurate.

To terminate coverage effective more than 30 
days ago, send an enrollment form or email 
request to enrollment@directdentalplans.com
and we will process your enrollment within two 
business days. 



View Your Administrative Invoices

To quickly review the latest administrative 
invoices, payments, and balances, navigate 
to Invoices > Invoice Register

You can search for a specific invoice if your 
know the invoice number, or for invoices 
during a specific date range. 

Otherwise, select None in the invoice date 
field to review all invoices.

A report will run based on your criteria and 
you will see your results listed.

You can also quickly navigate to a specific 
invoice by clicking the Reference Number.



Your benefit summary, SPD and 
Claim Reports will be posted to 
the portal under Documents.

To find a document, specify the 
document type and the date 
range. To search for all types, 
select document type All.

All documents meeting your 
search criteria will show for 
you to select from and view.

View Your Documents



View Your Roster Report
The roster report was designed to give you 
quick access to all of the employees who 
have coverage under your plan & their 
Subscriber ID numbers.

Navigate to Roster Report and your report 
will automatically generate in a new 
window in pdf format.



Update Account Settings

If you would like to change your general account 
settings, navigate to Account > My Profile.

Update your personal information, set change 
your password, and set a new PIN.



Questions? Contact Us!

Administrator Support

Phone: 415-526-1401

helpdesk@directdentalplans.com

Portal Support Team

Phone: 844-275-8758

helpdesk@directdentalplans.com

Member Services

Phone: 855-844-0626

memberservices@directdentalplans.com

Provider Services

Phone: 855-866-2615

providerservices@directdentalplans.com


