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Welcome to the Office  Portal  

LIBERTY Dental Plan (òLIBERTYó) offers 24/7 real-time , no cost  access to information and tools through our 

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  

¶ Internet Connection compatible with Microsoft Edge, Google Chrome, and Mozilla Firefox  

¶ Adobe Acrobat  Reader  
 

Office Number and Access Code  

All contracted network dental offices are issued a  unique  Office Number and  Access Code . These 

numbers can be found in your LIBERTY Welcome Letter and are required to register your office on 

LIBERTYõs Office  Portal. If you are unable to locate your Office Number and/or Access Code, please 

contact us at (888) 352 -7924 for assistance.  
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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  

¶ Resources   

o My Resources: view secure office specific documents  (formerly òAttachmentsó) 

o Shared Resources: view global/ public documents  

¶ Member Eligibility : ability to enter Member# with  or without the suffix ò-01, etc. ò 

¶ Claims Status:  quick access to claim s 

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

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

view options.  

¶ Claims  

¶ Eligibility 

¶ Payments  

¶ Talk To Us 

¶ Manage Users  
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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. To register a new office, ent er the following website address into your browser: 

www.libertydentalplan.com  

2. Click on  Login Ą Dental Office  
 

 

 
  

http://www.libertydentalplan.com/
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  Register a New Office continued  

 
 

3. Select  Office  from the drop -down menu as the TYPE of user   

4. Create a Sign in name  

Note:  The Sign in 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  

7. 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 l character. (!@#$%&*)  

8. Create a User First Name and User Last Name  

9. Check  the box for Iõm not a robot  

10. Select Continue  
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Register a New Office continued  
 

11. Enter Access Code, Office Number, and Office Phone Number  

12. Select Continue  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



  
 

Rev. 2020.12        Page 8 of 40  

Office Portal User Guide  

My Preferences  

After initial set -up, the user will be directed to the My Preferences tab.   
 

1. Select your officeõs various Preferences  

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

to members.  

 

 

The Place of Service on Claim Submission page default is set to  11-Office . Another Place of Service  c an be 

selected as a default from the drop -down menu.  
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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. 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 .  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your officeõs preferences can be updated at any time by hovering over your name in the top right 

corner and then clicking on the My Preferences option in the drop -down menu. 
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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  

 
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. Input a 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.    

 

 

4. Click Add User  
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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 up to Current User  Role(s)  

2. Click Return 

 

 

 

 

 

 

 

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

 
 

Roles: 
¶ User Manager ( PrimaryWebAccount ) ð 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.  

 

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

òManage Usersó tab. The user would only have access to their account and no access to any 

other user accounts for that  office.  
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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 on the Manage Users on the top of the  screen  

¶ If the User Status is Enable d , the account is 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 . 

 
 

 

 



  
 

Rev. 2020.12        Page 13 of 40  

Office Portal User Guide  

 

Edit User Information  

The Office Administrator can edit a userõs information: 
 

1. Click on the Manage Users on the 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 






















































