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DENTAL PLAN

Welcome to the Office Portal

LI BERTY Dent al Pl an ( 0 HineB BaRdsl acyessddfinfoemation additéols througladur
secure Office Portal. The portal features many useful and improved search tools and a more holistic
view of member inf ormation that provides a more convenient way to connect with us at LIBERTY.

Getting Started

System Requirements

9 Internet Connection compatible with Microsoft Edge, = Google Chrome, and Mozilla Firefox
1 Adobe Acrobat Reader

Office Number and Access Code

All contracted network dental offices are issued a uniqgue Office Number and Access Code . These
numbers can be found in your LIBERTY Welcome Letter and are required to register your office on

L I B E ROifi¥ed Bortal. If you are unable to locate your Office Number and/or Access Code, please
contact us at (888) 352 -7924 for assistance.

[Date]

—
[Office Name]

[Address]

ICity. State Zip]

Dear Provider:

UBERTY Dental Plan welcomes you and your feam!

We are pleased to inform you that your dental office location (as isted above) has been accepted info
the UBERTY Dental Plan (LIBERTY) network with an effective date of [Dafe]. The unique Facility ID
number referenced above s o be used for all administrative purposes. including service encounters,
claims, and all comespondence with LIBERTY.

The dentists that have been approved by LIBERTY and linked to your facility are listed below. If a dentist is

still in the credentialing process. he/she is NOT to provide to LIBERTY until you
receive written confirmation of their acceptance and approval from LIBERTY.

license #: NPI #: Provider Name: Activation Date:
[License] NP1}

LIBERTY maintains a strong commitment to excellent provider service and makes every effort to faciiitate
prompt assistance to our network denfists. You may reach the provider dedicated line by calling
{888)352-7924 or you may contact your assigned Network [Name].

including electronic claims submission and real-time eligibiity verification are available by visiting our
Provider Web Portal at www.libertydentalplan.com. Also, please note that LIBERTY 's mailing addiress is:

LIBERTY Dental Plan
Professional Relations
P.O.Box 26110
Santa Ana. CA 92799-6110

LIBERTY s Provider Reference Guide, member benefit schedules and an overview of our online service
system, iTransact are available on the LDP website.
We look forward to working with you in providing the best service to your patients and our members.
Sincerely,
LIBERTY Dental Plan
Professional Relations

ertydentalplan.com

PO, Box 26110
Santa Ana, CA 92799-6110

p: 888.273.2997 f: 949.223.0011
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DENTAL PLAN

NEW Look: Home Page Features
On the Office Portal landing page,y ou now have quick access to the following features:

Announcements: view global LIBERTY announcements

1 Resources
0 My Resources: view secure office specific documents (formerly OAttachment sod)
0 Shared Resources: view global/ public documents
Member Eligibility : ability to enter Member# with or without the suffix0-01,et c. 0
Claims Status: quick access to claim s

1 Invite Others: administrator access to setup new user(s)

Vember Eligibilit

o UBERTY Dental Pran is Pleased to A Toverify a Member's eigibiity, enter the Member #
11/04/2019 below:
Membes #

Resources
& My Resources @
Coming Soon. o checka status of a Claim, enter the Claim Number
below:

Claim %

Invite Others

Toinvite other users to access the Porzal, fill out thelr
Information below:

* User Nome

* Last Name

The navigation buttons are now located horizontally on the top of the page. Hover over each selection to
- LIBERTY TAL PLAN

A Home Claims Eligibility Payments Talk To Us Manage Users

view options.

1 Claims

Eligibility

il

1 Payments
1 TalkToUs
il

Manage Users

Rev. 2020.12 Page 4 of 40
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DENTAL PLAN
New Office Registration
Register a New Office
A designated Office Administrator should be the user to set up the account on behalf of all providers/staff.
The Office Administrator will be responsible for adding, editing, and terminating additional users within the

office.

1. Toregister a new office, ent er the following website address into your browser:
www.libertydentalplan.com

2. Click on Login A Dental Office

i Secure Email  GRIEVANCE Forms

& LIBERTY

DENTAL PLAN

Broker
Members Providers Brokers Programs Find a Dentist Y

Group
Member

. Dental Office

Office Vendor

Making members shine,
one smile at a fime ™

Group Sponsored
Plans

Individual & Family Healthcare
Dental Plans Exchange Plans

= ~N
( Explore )
N =74

LIBERTY National Coverage LIBERTY News

Select your state to learn more. 05/16/2018 Some New News

Select state v 05/16/2018 LA PHP Providers News

06/25/2015 Dental Managed Care Takes a New Tack

05/27/2015 Ernst & Young LLP (EY) announces LIBERTY
Dental Plan's Founder Dr. Amir Neshat is an EY
Entrepreneur Of The Year® (EQY) 2015 Award finalist

View All News >>
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Register a New Office continued

| v

II’,I RTY
DINTAL PLAN

Please provide the following details.

Choose the TYPE of user you want to create an account for:

((Office

Sign in name

|Sign in name

Email verification is required prior to completing account
setup.
Email Address

|Email Address

New Password

{New Password

Confirm New Password

| Confirm New Password

User First Name

User First Name

User Last Name

|User Last Name

I'm not a robot

Select Office from the drop -down menu asthe TYPEof user

4. Create a Sign in name
Note: The Signin Name can contain any combination of letters, numbers, and special characters
except for the following special characters: @, (,).

5. Enter Email Address
6. Select Send Verify code and then enter the verification code from the email address provided

Create New Password
Note: The Password must be a minimum of 8 characters in length and contain at least 3 of the
following: 1 uppercase letter, 1 lower case letter, 1 number and 1 specia | character. (!@#3$%&*)

8. Create a User First Name and User Last Name
9. Check the boxfor | 6 m nrabot a

10. Select Continue

Rev. 2020.12 Page 6 of 40
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Register a New Office continued
11. Enter Access Code, Office Number, and Office Phone Number

12. Select Continue

LIBERTY

LHUNTAL PLAN:

Please provide the following details.

Access Key

Access Key

Office Number
|Dﬂice Number

Office Phone Number

Office Phone Number

corn

Rev. 2020.12 Page 7 of 40
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My Preferences

After initial set -up, the user will be directed to the

1. Sel ect

your

o Préferanee® s

My Preferences tab.

var

ous

Note : The Evidence of Payment (EOP) is sent to providers and the Evidence of Benefits (EOB) is sent
to members.

1. Sellect Provider:

NPI
i _

Select

‘..

2. Select Provider Type:

3. Show EOP after submitting a claim:

4. Show details after submitting a referral
5. Default to Assignment of Benefits:

6. How many items to display per page:

7. How many days back for claims lookup:

Provider

8. Default to Place of Service on Claim Submission Page (HCFA claims only):

9. Submita claim default options:

10. Defautt Billing currency:

11. How many checks to display per page:

12. How many days back for checks lookup:

Provider Name

_

1-20f2items

@ Dental

@ Yes O No

@ Yes O No

@ Yes O No
5 v
Lsst Week v
11-0ffice v
Service Datels) v
US Dollars
5 v

Last Week ~

-down menu.

The Place of Service on Claim Submission page default is set to
selected as a default from the drop

11-Office . Another Place of Service can be

e T
~

3. show EOP after submitting
4. Show details after submittir|
5. Default to Assignment of Be|

6. How many items to display
7. How many days back for clal
9. Submit a claim default optii

10. Default Billing currency:

11. How many checks to displ4

12. How many days back for c

Rev. 2020.12

03-School

02-Telehealth

15-Mobile Unit

12-Home

13-Assisted Living Facility
04-Homeless Shelter

05-Indian Health Service-Free Standing Facility
06-Indian Health Service Provider-Based Facility
07-Tribal 638 Free Standing Facility

08-Tribal 638 Provider Based Facility

23-Emergency Room - Hospital
24-Ambulatory Surgical Center
31-Skilled Nursing Facility
34-Hospice

435-Independent Clinic

50-Federally Qualified Health Center (FQHC)
53-Community Mental Health Center

71-Public Health Clinic
72-Rural Health Clinic
73-Unassigned
01-Pharmacy
16-Temporary Lodging

19-0ff Campus-Outpatient Hospital

20-Urgent Care Facility

22-On Campus-Outpatient Hospital

25-Birthing Center
26-Military Treatment Facility

Page 8of 40
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DENTAL PLAN

My Preferences continued

The Submit a claim default is set to Service Date(s). The date of service you enter for the first service line will
automatically populate when you click in the Service Date box for any additional service lines entered when
submitting a claim. (The steps on how to submit a claim, pre -estimate and referral will be explained in further
detail; see page 27)

2. Select Provider Type:

@ Dental
3. Show EOP after submitting a claim: ® Yes O No
4. Show details after submitting a referral: @® Yes O No
5. Default to Assignment of Benefits: @ Yes O No
6. How many items to display per page: 5 v
7. How many days back for claims lookup: Last Week v
8. Default to Place of Service on Claim Submission Page (HCFA claims only): 11-Office v
9. Submit a claim default options: > ‘ v ‘
10. Default Billing currency: US Dollars
11. How many checks to display per page: 5 v
12. How many days back for checks lookup: Last Week v

2. Click Save

Once your preferences have been saved, you will remain on the Preferences screen where you can
select from the available drop  -down features

2. Select Provider Type:

3. Show EOP after submitting a claim:

@ Yes O Mo
® Yes O Mo
® Yes O No
6. How many items to display per page: 5 -
7. How many days back for claims lookup: Laost Week v
8. Defautt to Place of Service on Claim Submission Page (HCFA claims only): J1omee -
9. Submit a claim defautt options: Service Datels) v
10. Defautt Billing currency: Us Dollars
11. How many checks to display per page: 5 v

12. How many days back for checks lookup: Lot Week o

Your officeds preferences c almovebng overyalianane ih tha top right y
corner and then clicking on the My Preferences option in the drop -down menu.

Rev. 2020.12 Page 9 of 40
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DENTAL PLAN

Add a New User

The Administrator can add additional users by:
1. Click Manage Users from the drop -down menu on the t op of the screen

A Home Claims Eligibility Payments Talk To Us ; §

Manage Users

User Name Last Name User Status

ALL v

2 user(s} found.

User Name First Name Last Name Roles User Status Change Status
Edit Test Userl Test User View Roles Invited Disable A
Edit Test User2 Test User View Roles Enabled Disable v

< 4 [3 > 20 w | items per page 1-2of 2 items o
Add a User

2. Click Add a User

Note : All additional users must have their individual assigned User Name and Password. This will avoid
multiple users being knocked off the portal due to the same User Name and Password.

3. Inputa User Name (must be unique to the user) , First Name, Last Name and Email Address . All
fields marked with an asterisk (*) are  required .

Note : The user will receive an email notifying them to click on the link next to the text to create their
password upon first log on attempt.

i
LIBERTY

Payments Talk To Us

Adding additional User to

* User Name
* First Name
* Last Name

* Email Address

4. Click Add User

Rev. 2020.12 Page 10 of 40
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DENTAL PLAN

Set New User Roles

1. We recommend that you click on Office User (W ebOffice ) to grant the user access to view /submit
claims and check eligibility. Once you click on each role in Available  User Role(s)
(Click on Role Name to Add) , the roles will move upto  Current User Role(s)

2. Click Return

Current User Role(s)

Available User Role(s) (Click on Role Name to Add)

+ User Manager [PrimaryWebAccount)
= Office User (WebOffice)

Note: The user must have a role mapped to be able to use the portal

Roles:

1 User Manager ( PrimaryWebAccount ) & Allows the user to manage and add additional user
accounts for the entire office. This includes resetting passwords, updating user information (First
name, Last Name, Email Address), as well as disabling users in the event they should  no longer
have access to the account.

1 Office User ( WebOffice ) d Allows access to all functionality on the portal, except limits access to

OManage Usersoé6 tab. The user woul d tandhoyaccésatoay ac c e
other user accounts for that  office.

Rev. 2020.12 Page 11 of 40
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Enable and Disable Users

Once a new user is set up, the Office Administrator has the ability to enable or disable their account.
1. Click onthe Manage Users onthe top of the screen
1 If the User Status is Enable d, the accountis activated . To disable the account, click  Disable under

Change Status .
If the User Status is Disabled , the account is not active. To reinstate the account, click Enable

under Change Status .

A Home Claims Eligibility Payments

Manage Users
User Name Last Name User Status
ALL v
2 user(s) found.
User Name First Name Last Name Roles User Status Change Status
Edit Test User1 Test User View Roles Invited Enable ‘—7\ Click Enable to activate user
Edit Test User2 Test User View Roles Enabled Disable 4—" Click Disable to deactivate user
] (= - —
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DENTAL PLAN

Edit User Information

The Office Administrator can edi't a useros informati on:

1. Click onthe Manage Users onthe top of the screen

2. Click Edit for the user you would like to  edit
3. Update user information
Note : All user information with an  asterisk (*) can be edited.

4. Click Update User
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