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1. Click “Click Here for the From” to open the Group Information Form
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2. Complete all fields on the Group Information Page
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3. Review the non-editable gray fields and contact your Sales Rep if anything is incorrect
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4. At any point while filling out the form, you can save and finish the form later.  Use the same 
link to access the form again
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5. Click “Next Page” to move to the next page. Moving to the next page will also save your 
information
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6. Review the contact role definitions and scroll down to enter contacts
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9. The address will default to the Group address. Confirm that this is accurate or update to 
the correct address
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10. Enter the contact’s email address, and add a secondary contact method if desired
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11. Click “Save” to save the contact. You will be able to make edits to any saved contacts
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12. To edit an existing contact, click the pencil icon. To delete a contact, click the garbage can 
icon. To set that contact as all roles, click the arrows
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13. Set a contact to each role by using the arrows or the drop down under each role
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14. Indicate if you need additional emails notified that a bill is available to be viewed online
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15. If yes, add the billing emails that should be notified with a comma between each one
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16. Once complete, click “Next Page” to move to the next page
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17. Complete each field to add the BMT administrator 

Note: the BMT administrator must be an individual within the company
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18. If you have an agent, indicate if you want to give your assigned agent/agency access to 
BMT
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19. Once complete, click “Next Page” to move to the next page
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20. If you have Prior Carrier, type in the prior carrier's name and attach a copy of your invoice 
or benefit summary
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21. If you do not have a Prior Carrier, select “No” and move on to the next page
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22. Review the plans and subgroups that have been added for your group
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23. Edit the plan name with the “Edit Plan Name” button or click into the subgroup name or 
subgroup number to edit the subgroup name or subgroup number
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24. If needed, add a subgroup with the green “Add” button or delete a subgroup with the red 
trash can button
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25. Indicate if the subgroups have different contact information (address, etc) than the group
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26. If the subgroups have different contact information, upload a subgroup spreadsheet that 
includes contact and other information by subgroup
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27. Once complete, click “Next Page” to move to the next page
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28. Indicate if dependent children are covered to age 26
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29. If dependent children are covered to age 26, select when coverage ends
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30. If dependent children are not covered to age 26, indicate ages for each dependent 
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31. The age limits are selected from each drop down. The Child Max Age selected should be 
lower than the student max age, which should be lower than the IRS max age
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32. Once age limits have been indicated, select when coverage ends
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33. Select one of the coverage end options from the drop down list
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34. Once complete, click “Next Page” to move to the next page
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38. Indicate who is eligible for benefits and the minimum number of hours per week needed 
for full-time employees to enroll in dental benefits
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39. If you need to create your own definition, select “Other”
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40. Write in the group’s desired subscriber definition in the other box
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41. Review the Employer Participation Verification section and input the number of 
employees (full time, part-time, and retired) eligible and enrolled for Dental. Once complete, 
click “Next Page”
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42. Indicate when coverage begins for a new employee
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43. Select an option from the drop down or pick Other to add your own definition
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44. If other, write a definition in the other box
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45. Once complete, click “Next Page” to move to the next page



© 2019 Roosevelt | Reproduction and distribution 
without Roosevelt’s prior consent is prohibited.48

46. Indicate when coverage ends when an employee is no longer with your organization
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47. Select an option from the drop down or pick “Other” to add your own definition
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48. If other, write in your own termination language
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49. Once complete, click “Next Page” to move to the next page
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50. Note for a Risk Group you will need to accept or reject HIPAA agreement. If accepted t, 
you must download, sign, and upload the form.
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51. Once you have completed all pages, review the information on the Summary page. You 
can edit some information from this page, or move back to a previous page to make updates
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52. Once complete, click “Next Page” to move to the next page
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53. After all information has been reviewed, attach any documents that need to be included 
with your Group Information Form. Optional documents are available to be downloaded from 
this page
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54. Upload documents that need to be included with your Group Information Form
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55. Once complete, click “Next Page” to move to the next page
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50. Upload documents that need to be included with your Group Information Form56. If the “Finish & Download PDF Copy” button is gray, go back to the page with an issue to 
compete it
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50. Upload documents that need to be included with your Group Information Form57. Once all pages have been completed, the “Finish & Download PDF Copy” is green, and 
you have all green checks on the right-hand menu, you are ready to submit
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50. Upload documents that need to be included with your Group Information Form58. If you are not ready to submit, use the “Save and Finish Later” button to save all of your 
information. You can return to the form at any time using the same link



© 2019 Roosevelt | Reproduction and distribution 
without Roosevelt’s prior consent is prohibited.61

50. Upload documents that need to be included with your Group Information Form
59. Once you are ready to submit, click “Finish & Download PDF copy” to submit the form
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50. Upload documents that need to be included with your Group Information Form60. You have submitted the Group Information Form. You can now download a PDF of the 
form for your records. Reach out to your Sales Rep is you have any questions.


