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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 Acrobathere

¶ 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 Arkansas
¶ Delta Dental of Kentucky
¶ 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)

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



Functionality Definition

Ability to use back button
The newDOTdoes not have a designated back button built into the 
interface. ¢ƻ Ǝƻ ōŀŎƪΣ ǳǎŜ ǘƘŜ ǿŜō ōǊƻǿǎŜǊΩǎ ōŀŎƪ ōǳǘǘƻƴΦ

Select a member
{ŜƭŜŎǘ ŀ ƳŜƳōŜǊ ŀƴȅǿƘŜǊŜ ƛƴ ǘƘŜ ǎȅǎǘŜƳ ōȅ ŎƭƛŎƪƛƴƎ ά/ƘŀƴƎŜ aŜƳōŜǊέ ƻƴ 
the top right.

Select an office
{ŜƭŜŎǘ ŀ ǎŜǊǾƛŎŜ ƻŦŦƛŎŜ ŀƴȅǿƘŜǊŜ ƛƴ ǘƘŜ ǎȅǎǘŜƳ ōȅ ŎƭƛŎƪƛƴƎ ά/ƘŀƴƎŜ hŦŦƛŎŜέ 
on the top left.

Set home office
{Ŝǘ ŀ ƘƻƳŜ ƻŦŦƛŎŜ ōȅ ƴŀǾƛƎŀǘƛƴƎ ǘƻ ŀ ŎƘƻǎŜƴ ƻŦŦƛŎŜ ŀƴŘ ŎƭƛŎƪƛƴƎ ά{Ŝǘ ŀǎ IƻƳŜ 
hŦŦƛŎŜέ ƻƴ ǘƘŜ hŦŦƛŎŜ 5Ŝǘŀƛƭǎ ǇŀƎŜΦ 

Search family claims across businesses
Search for family claims across all businesses to view claims history and 
accumulated benefits.

User management
Manage the permissions granted to each DOT user by designating an 
administrative user in the office and having each user create their own 
DOT account.

New Functionality



COMMON QUESTIONS

DOT Registration

Reset Password

User Management

Allow Pop-ups

First Time Login



DOT Registration
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ǿƛǘƘƻǳǘ wƻƻǎŜǾŜƭǘΩǎ ǇǊƛƻǊ ŎƻƴǎŜƴǘ ƛǎ ǇǊƻƘƛōƛǘŜŘΦ

1. Make sure the provider has their license number, state in which Provider is Licensed, TIN, and service office ZIP code 
ōŜŦƻǊŜ ŎƭƛŎƪƛƴƎ ƻƴ άbŜȄǘ {ǘŜǇέ



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

2. 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

0000

111222333

55555
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3. Select which contact information you would like the one time passcode to be sent to (select the option you can most 
easily access) 

όǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻƴ ŦƛƭŜύ

όǳǎŜǊΩǎ ǇƘƻƴŜ ƴǳƳōŜǊ ƻƴ ŦƛƭŜύ
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4. Enter the one time passcode you received to the phone number or email address selected 
5. Click ά{ǳōƳƛǘέ 

όǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻƴ ŦƛƭŜύ

999999



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

6. Ensure the provider completes all fields and meets necessary username and password requirements
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7. Ensure the provider creates and answers three security questions
уΦ /ƭƛŎƪ άwŜƎƛǎǘŜǊέ
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фΦ /ƻƴŦƛǊƳ ŀƭƭ ŘŜǘŀƛƭǎ ŀōƻǾŜ ŀǊŜ ŎƻǊǊŜŎǘ ŀƴŘ ŎƭƛŎƪ άtǊƻŎŜŜŘ ǘƻ [ƻƎƛƴέ

0000

111222333

55555



First Time Login
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1. When you first log into the new Dental Office Toolkit, you will be prompted only once to enter and/or confirm 
information for your profile



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

2Φ  /ƭƛŎƪ ά¦ǇŘŀǘŜ ŀƴŘ /ƻƴǘƛƴǳŜέ ǘƻ ǇǊƻŎŜŜŘ ǘƻ ǘƘŜ 5Ŝƴǘŀƭ hŦŦƛŎŜ ¢ƻƻƭƪƛǘ



Reset Password
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мΦ hƴ ǘƘŜ 5h¢ ƭƻƎƛƴ ǎŎǊŜŜƴΣ ŎƭƛŎƪ άCƻǊƎƻǘ tŀǎǎǿƻǊŘέ
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2. Enter the username associated with the account you would like to reset the password for



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

3. Specify your delivery preference (email, phone call, or security questions) for a one-time passcodeΣ ŀƴŘ ŎƭƛŎƪ ά{ǳōƳƛǘέ
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4. Retrievethe one-time passcode via your specified delivery preference (your code will always be unique)

101010

Ginger Ale,
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5. Enter the unique ǇŀǎǎŎƻŘŜ ŀƴŘ ŎƭƛŎƪ ά{ǳōƳƛǘέ

101010
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6. Enter a new password that follows the requirements listed
тΦ /ƭƛŎƪ ά{ǳōƳƛǘέ

***********

***********


