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This Dental Office Toolkit® (DOT) training guide assumes that the users 
are operating according to the below system requirements:

¶ Ensure you have the latest version of Google Chrome and Adobe Acrobat 
Reader downloaded.
¶ Download the latest version of Google Chrome here
¶ Download the latest version of Adobe Acrobat here

¶ Ensure that you have pop-ups enabled for https://dentalofficetoolkit.com 
Pop-ups will only be used to display a printable format of benefits, routine 
procedures, etc. 

¶ To view a full list of system requirements the new Toolkit will require, 
please click here

https://www.google.com/chrome/
https://get.adobe.com/reader/otherversions/
https://dentalofficetoolkit.com/
https://www.deltadentalmi.com/getmedia/328e3503-e7db-4360-bd98-0062df2230bd/Site-Requirements.aspx


¶ Delta Dental of Michigan
¶ Delta Dental of Ohio
¶ Delta Dental of Indiana
¶ Delta Dental of North Carolina
¶ Delta Dental of Nebraska
¶ Delta Dental of New Mexico
¶ Delta Dental of Minnesota (Individual ONLY)
¶ Delta Dental of Tennessee
¶ Delta Dental of Wisconsin (CMS ONLY)
¶ DeltaDental ofSouthDakota(CMS ONLY)

The Dental Office Toolkit® (DOT) can be utilized to view information and 
submit claims for the following Delta Dental entities:



COMMON QUESTIONS

DOT Registration

Reset Password

User Management

Allow Pop-Ups and Cookies in Google Chrome



DOT Registration
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ǿƛǘƘƻǳǘ wƻƻǎŜǾŜƭǘΩǎ ǇǊƛƻǊ ŎƻƴǎŜƴǘ ƛǎ ǇǊƻƘƛōƛǘŜŘΦ

1. Navigate to yourlocalDeltaDentalwebsite andclick SignUpunder the Dental Office Toolkit section
2. Make sure the provider has their license number, state in which provider is Licensed, TIN, service office ZIP code, and 
ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴ ōŜŦƻǊŜ ŎƭƛŎƪƛƴƎ ƻƴ άbŜȄǘ {ǘŜǇέ
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3. Ensure the provider accurately types in the license number, state in which provider is licensed, TIN, and service office ZIP 
ŎƻŘŜ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ άbŜȄǘ {ǘŜǇέ
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4. Enter your name in the "Requester Name" box and click "Send Passcode Now"

όǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻƴ ŦƛƭŜύ
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5. Enter the one time passcode you received to the phone number or email address selected
6. Click ά{ǳōƳƛǘέ

όǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻƴ ŦƛƭŜύ

999999
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7. Ensure the provider completes all fields and meets necessary username and password requirements
уΦ /ƭƛŎƪ άwŜƎƛǎǘŜǊέ

Username
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фΦ /ƻƴŦƛǊƳ ŀƭƭ ŘŜǘŀƛƭǎ ŀōƻǾŜ ŀǊŜ ŎƻǊǊŜŎǘ ŀƴŘ ŎƭƛŎƪ άtǊƻŎŜŜŘ ǘƻ [ƻƎƛƴέ

0000

111222333

55555



Reset Password
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1. Navigate to yourlocalDeltaDentalwebsite andclick Log Inunder the Dental Office Toolkit section
2. On the DOT login screen, enter your Username, andclick"Next"
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3.Click"Forgot Password?"
4.Click the"Send MeAn Email" andthe authentication code will besent to the email listed
5.An email will be sent tothe email addresslisted inStep 3
6.Enter the code fromthe email
7.Enterand re-enter yournew password

3
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User Management 
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1. After logging into DOT, navigate to the Admin tab on the left-hand navigation bar



© 2019 Roosevelt | Reproduction and distribution 
ǿƛǘƘƻǳǘ wƻƻǎŜǾŜƭǘΩǎ ǇǊƛƻǊ ŎƻƴǎŜƴǘ ƛǎ ǇǊƻƘƛōƛǘŜŘΦ

2. /ƭƛŎƪ ƻƴ ά¦ǎŜǊ aŀƴŀƎŜƳŜƴǘέ
3Φ ±ƛŜǿ ǘƘŜ ǳǎŜǊǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ȅƻǳǊ ƻŦŦƛŎŜΣ ŀƴŘ ŎƭƛŎƪ ƻƴ ά±ƛŜǿ tǊƻŦƛƭŜέ ŦƻǊ ŀƴȅ ǳǎŜǊ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƳŀƴŀƎŜ ǇŜǊƳƛǎǎƛƻƴǎ ŦƻǊ
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пΦ ¢ƻ ǾƛŜǿ ŀƴŘ ŎƘŀƴƎŜ ǘƘŜ ǳǎŜǊ ǊƻƭŜόǎύ ƻŦ ŀƴȅ ƛƴŘƛǾƛŘǳŀƭ ǳǎŜǊ ōŀǎŜŘ ƻƴ ȅƻǳǊ ǇǊŜŦŜǊŜƴŎŜǎΣ ŎƭƛŎƪ ƻƴ ά¦ǇŘŀǘŜ tǊƻŦƛƭŜέ
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5. Select or deselect the user roles based on your preference, then click "Update"



Allow Pop-Ups and Cookies in Google 
Chrome



Allow Pop-Ups in Google Chrome



1. Click on the icon in the address bar



2. Click on "Site settings"



3. On the Privacy and security tab, scroll down to "Pop-ups and redirects" and change the setting to ALLOW
4. Refresh the DOT website



Allow Cookies in Google Chrome



Note: This guide is for any users who are getting redirected back to the login page each time they attempt to log in



1. Navigate to https://www.dentalofficetoolkit.com/ in Google Chrome
2. Click on the three vertical dots in the top-right corner

https://www.dentalofficetoolkit.com/


3. Click on "Settings"



4. Click on "Privacy and security" on the left-side menu
5. Click on "Third-party cookies"



6. Under Sites allowed to use third-party cookies click "Add"



7. Enter https://www.dentalofficetoolkit.com/ and click "Add"

https://www.dentalofficetoolkit.com/


Close out of Google Chrome and re-open it. Navigate 
back to https://www.dentalofficetoolkit.com/

https://www.dentalofficetoolkit.com/


MEMBER

Select a Member

View and Print Member Benefits

Search for Complete Dental History of a Member

Search Sealant History of a Member 



Select a Member
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мΦ /ƭƛŎƪ ƻƴ ǘƘŜ ά/ƘŀƴƎŜ aŜƳōŜǊέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǘƻǇ ƘƻƳŜ ōŀǊ ǘƻ ŜƴǘŜǊ ŀ aŜƳōŜǊ L5
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2. Type in the Member First Name, Last Name, Date of Birth, and Member ID or SSN in the appropriate fields and click 
ά{ŜŀǊŎƘέ
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3. The orange box on the left-hand navigation bar will direct you to the member details page
4. The blue box will show the member name and relationship
5. The red box shows a quick view of the member you are viewing (by selecting the drop-down arrow, you can select a    
    different member, ex: spouses or dependents)



View and Print Member Benefits
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мΦ /ƭƛŎƪ ƻƴ ǘƘŜ ά/ƘŀƴƎŜ aŜƳōŜǊέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǘƻǇ ƘƻƳŜ ōŀǊ
2.Type in the Member First Name, Last Name, Date of Birth, and Member ID or SSN in the appropriate fields and 
clickά{ŜŀǊŎƘέ
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3. Navigate to the Member tab in theorange box on the left side of the screen
пΦ /ƭƛŎƪ άaŜƳōŜǊ 5Ŝǘŀƛƭǎ ϧ .ŜƴŜŦƛǘǎέ ƛƴ ǘƘŜ blue box
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5. Select the desired Network tab and scroll down to browse the available documents
6. Click the "Print Section" button of your desired document, or click the "Print All" button located on the right side of the 
Networks headerto print documents fromall sections
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7. The desired document will display on another screen
8. Click the "Print" button

0000
0000

Printer



Search for Complete Dental History of a 
Member  
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1./ƭƛŎƪ ƻƴ ά{ŜŀǊŎƘέ ƻƴ ǘƘŜ ƭŜŦǘ-hand navigation bar
2.Fill out the data fields outlined in red
3.Enter the desired time period or start/end dates outlined in blue
4./ƭƛŎƪ ά{ŜŀǊŎƘέ
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5. View search results
6. Click on any claim number to view details
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7. View claim details



Search Sealant History of a Member 
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1. 9ƴǘŜǊ ŀ aŜƳōŜǊ L5 ƛƴ ǘƘŜ ά/ƘŀƴƎŜ aŜƳōŜǊέ ŦƛŜƭŘ
2./ƭƛŎƪ ƻƴ άCŀƳƛƭȅ /ƭŀƛƳǎ IƛǎǘƻǊȅέ
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3. Select the criteria noted above (you can select any time period)
4. Enter the ǇǊƻŎŜŘǳǊŜ ŎƻŘŜ ά5мормέ ŦƻǊ ǎŜŀƭŀƴǘǎ
рΦ /ƭƛŎƪ ά{ŜŀǊŎƘέ
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6. Click into the claim number in the search results
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7. Review the date of service and claim line status to understand sealant eligibility 



MEMBER CLAIMS

Submit a Pre-treatment Estimate (PTE)

Submit a Claim

Search for a Claim

Search Family Claims History Across Businesses

Cancel a Claim

Convert a Pre-treatment Estimate to aClaim



Submit a Pre-treatment Estimate (PTE)
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1. Enter the member you would like to submit a pre-treatment estimate for
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2.hƴŎŜ ǘƘŜ ƳŜƳōŜǊ Ƙŀǎ ōŜŜƴ ǎŜƭŜŎǘŜŘΣ ŎƭƛŎƪ ǘƘŜ άaŜƳōŜǊέ ǘŀō ƻƴ ǘƘŜ ƭŜŦǘ-hand navigation bar
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оΦ /ƭƛŎƪ ά9ƴǘŜǊ /ƭŀƛƳκtǊŜ-ǘǊŜŀǘƳŜƴǘ 9ǎǘƛƳŀǘŜέ ƻƴ ǘƘŜ ƭŜŦǘ-hand navigation bar
4. Select the member you would like to submit the Pre-treatment Estimate for
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NOTE: When submitting a claim or PTE for a Dentist with multiple specialties, please select the specialty code to use for a 
claim
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Required for 
Pre-Treatment 

Estimate

рΦ 9ƴǘŜǊ ǘƘŜ ά¢ƻƻǘƘ bǳƳōŜǊΣέ ά!ǊŜŀ ƻŦ !ǊŎƘΣέ ŀƴŘ ά{ǳǊŦŀŎŜǎέ ŦƛŜƭŘǎ
сΦ {ŜƭŜŎǘ ǘƘŜ άPre-Treatment Estimateέ ōƻȄ 
тΦ 9ƴǘŜǊ άtǊƻŎŜŘǳǊŜ /ƻŘŜέ ŀƴŘ ά{ǳōƳƛǘ !Ƴƻǳƴǘέ όǊŜǇŜŀǘ ǎǘŜǇǎ р-7 if there are multiple treatment lines)
8. Fill in any additional claim details below if they are applicable to the claim you are entering
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NOTE: Claim Attachments is a new functionality where users can upload documents by searching theirFile Exploreror 
dropping the file from the users' desktop.
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фΦ LŦ /h. ŘƻŜǎ ƴƻǘ ŀǇǇƭȅΣ ŎƘŜŎƪ ǘƘŜ ōƻȄ άL Řƻ bh¢ ƘŀǾŜ ŀƴȅ /h. 5Ŝǘŀƛƭǎ ǘƻ ŀŘŘ ǘƻ ǘƘƛǎ ŎƭŀƛƳΣέ ŀƴŘ ŎƭƛŎƪ ά{ǳōƳƛǘ /ƭŀƛƳέ 
    (this is used to submit BOTH pre-treatment estimates and claims)
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10. Review pre-treatment estimate details
11. There are options ǘƻ άtǊƛƴǘ /ƭŀƛƳ 5Ŝǘŀƛƭέ ƻǊ ά{ǳōƳƛǘ ŦƻǊ tŀȅƳŜƴǘέ



Convert a Pre-treatment Estimate to a Claim 
Option 1τFrom the Activity Log
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1. bŀǾƛƎŀǘŜ ǘƻ ǘƘŜ άtǊŜ-¢ǊŜŀǘƳŜƴǘ 9ǎǘƛƳŀǘŜǎέ ǘŀō ƻŦ ǘƘŜ !ŎǘƛǾƛǘȅ [ƻƎ
2. Click on the number of the pre-treatment estimate to view it
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оΦ /ƭƛŎƪ ά{ǳōƳƛǘ ŦƻǊ tŀȅƳŜƴǘέ 

v
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4. Review the details of the pre-treatment estimate and scroll down
рΦ LŦ /h. ŘƻŜǎ ƴƻǘ ŀǇǇƭȅΣ ŎƘŜŎƪ ǘƘŜ ōƻȄ άL Řƻ bh¢ ƘŀǾŜ ŀƴȅ /h. 5Ŝǘŀƛƭǎ ǘƻ ŀŘŘ ǘƻ ǘƘƛǎ ŎƭŀƛƳΣέ ŀƴŘ ŎƭƛŎƪ ά{ǳōƳƛǘ /ƭŀƛƳέ 
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NOTE: This is what your screen should look like after submission. There is additional information on the Claim if you scroll 
down towards the bottom of the page



Convert a Pre-treatment Estimate to a Claim
Option 2τBy Searching for the Pre-treatment Estimate
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мΦ /ƭƛŎƪ ƻƴ ά/ƘŀƴƎŜ aŜƳōŜǊέ ǘƻ Ǉǳƭƭ ǳǇ ǘƘŜ ƳŜƳōŜǊ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ǇǊŜ-treatment estimate you are looking for
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2. Enter the member ID of the member associated with the pre-treatment estimate you are looking for
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оΦ bŀǾƛƎŀǘŜ ǘƻ ǘƘŜ άaŜƳōŜǊέ ǘŀō
4. CƭƛŎƪ ƻƴ άFamily Claims Historyέ
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рΦ {ŜƭŜŎǘ άtǊŜ-ǘǊŜŀǘƳŜƴǘ 9ǎǘƛƳŀǘŜǎέ ŦǊƻƳ ǘƘŜ άLΩŘ ƭƛƪŜ ǘƻ ǎŜŀǊŎƘ ŦƻǊΥέ drop down menu
6. Specify the time period ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎŜŀǊŎƘ ƛƴǎƛŘŜ
7. Select to search for all claims, just those for the member you have selected, or for a specific claim number
уΦ /ƭƛŎƪ άSearchέ
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9. Click on the number of the pre-treatment estimate you are searching for from the results
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млΦ /ƭƛŎƪ ƻƴ ά{ǳōƳƛǘ ŦƻǊ tŀȅƳŜƴǘέ
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11. Review the details of the pre-treatment estimate and scroll down
мнΦ LŦ /h. ŘƻŜǎ ƴƻǘ ŀǇǇƭȅΣ ŎƘŜŎƪ ǘƘŜ ōƻȄ άL Řƻ bh¢ ƘŀǾŜ ŀƴȅ /h. 5Ŝǘŀƛƭǎ ǘƻ ŀŘŘ ǘƻ ǘƘƛǎ ŎƭŀƛƳΣέ ŀƴŘ ŎƭƛŎƪ ά{ǳōƳƛǘ /ƭŀƛƳέ 



Submit a Claim 
Use Case 1τSubmit a Single Claim
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1. Enter the member you would like to submit a claim for
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нΦ hƴŎŜ ǘƘŜ ƳŜƳōŜǊ Ƙŀǎ ōŜŜƴ ǎŜƭŜŎǘŜŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άaŜƳōŜǊέ ǘŀō ƻƴ ǘƘŜ ƭŜŦǘ-hand navigation bar
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оΦ /ƭƛŎƪ ƻƴ ά9ƴǘŜǊ /ƭŀƛƳκtǊŜ-ǘǊŜŀǘƳŜƴǘ 9ǎǘƛƳŀǘŜέ ƻƴ ǘƘŜ ƭŜŦǘ-hand navigation bar
4. Select the member you would like to submit the claim for
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NOTE: When submitting a claim or PTE for a Dentist with multiple specialties, please select the specialty code to use for a 
claim
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Date MUST be 
populated in 

order to submit 
claim

2

рΦ 9ƴǘŜǊ ǘƘŜ ά¢ƻƻǘƘ bǳƳōŜǊΣέ ά!ǊŜŀ ƻŦ !ǊŎƘΣέ ŀƴŘ ά{ǳǊŦŀŎŜǎέ ŦƛŜƭŘǎ
сΦ άService Dateέ ōƻȄ a¦{¢ ōŜ ŎƻƳǇƭŜǘŜŘ ƛƴ ƻǊŘŜǊ ǘƻ ǎǳōƳƛǘ ŎƭŀƛƳ
тΦ 9ƴǘŜǊ άtǊƻŎŜŘǳǊŜ /ƻŘŜέ ŀƴŘ ά{ǳōƳƛǘ !Ƴƻǳƴǘέ όǊŜǇŜŀǘ ǎǘŜǇǎ р-7 if there are multiple treatment lines)
8. Fill in any additional claim details below if they are applicable to the claim you are entering


